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NOTES 


Abbreviations 


It is probably better not to abbreviate in- 
stant, ultumo, and proximo. 

Professor should never be abbreviated in an 
address unless the Christian name is also used. 
Prof. William Gray is permissible, but Prof. 
Gray is incorrect. 

In writing such abbreviations as f.0.b., e.g., 
i.e., it is customary to use small letters and not 
to space after periods. C. 0. D., D. D., M. D., 
etc., are written with capital letters and usually 
with spaces after the periods. Either form may 
be used for a.m. and p.m., though the small 
letter is preferable. 

Miss is not an abbreviation, and should not 
be followed by a period. 


Double Titles 


Be careful not to use double titles which have 
the same meaning, such as: Dr. Edward Merrill, 
M.D. A correct form would be: Dr. Edward 

Merrill or Edward Merrill, M. D. 


Stenographer’s Initials 


It is customary to place the initials of the 
dictator or the stenographer, or both, at the 
bottom of the letter on the left-hand side. 
Various forms are used, such as: Dictated 
G.W.C.; GWC/MET. 


Inclosures 


When inclosures are to be made, a note of the 
fact should be written at the bottom of the 
letter, to the left. If more than one inclosure 
is to be made, the number is frequently added 
to the word. 


Bottom Margin 


Do not write too close to the bottom of the - 
page unless it is necessary to complete a letter. 
Sometimes, in order to put a letter on a single 
page, the last paragraph may be single spaced. 


Addressing Envelopes 


In a three-line address some writers prefer to 
triple space. 

Sometimes cities and states are written with 
capitals. 

Sometimes no punctuation is used on the en- 
velope except a period for the abbreviation of 
the state. 


Short Letters 


A short letter, if written on a full-size letter 
sheet, should have wider margins than a longer 
letter, and in some cases it is desirable to write 
it triple spaced. 


Heading Second Sheet 


In writing letters the second and following 
pages should be written on plain paper, although 
some firms have second sheets with the name of 
the firm printed in small type at the top. The 
initials of the party addressed, with the number 
of the page, should be written at the top of the 
second and succeeding pages, either in the left- 
hand or right-hand corner. The right-hand 
corner should be used, unless the date is also 
written. When this is done, the initials should 
be in the left-hand corner and the date in the 
right-hand corner. 
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Philadelphia Pa. 
Pine Bluff Ark. 
Pittsburgh Pa: 
Pittsfield Mass. 
Pittston Pa. 
Plainfield ING dle 
Plymouth Pa. 
Port Huron Mich. 
Portland Maine 
Portland Oregon 
Portsmouth Ohio 
Portsmouth Va. 
Pottstown ipa: 
Pottsville Pa. 
Poughkeepsie NaS 
Prague Austria-Hungary 
Providence Rial 
Pueblo Colo. 
Quebec Quebec, Can. 
Quincy Ill. 
Quincy Mass. 
Racine Wis. 
Raleigh Neo. 
Reading Pa. 
Revere Mass. 
Richmond Ind. 
Richmond Va. 
Rio de Janeiro Brazil 
Riverside Cal. 
Roanoke Va. 
Rochester INeYS 
Rockford Il. 
Rock Island Ill. 
Rome Italy 
Rome INeaYe 
Rotterdam Netherlands 
Sacramento Cal. 
Saginaw Mich. 
Saint Joseph Mo. 
Saint Louis Mo. 
Saint Paul Minn. 
Saint Petersburg Russia 
Salem Mass. 
Salt Lake City Utah 
San Antonio Tex. 
San Diego Cal. 
Sandusky Ohio 


San Francisco Cal. 
San José Cal. 
Santiago Chile 
Santiago de Cuba Cuba 
Sao Paulo Brazil 
Savannah Ga. 
Schenectady NaYs 
Scranton Pa. 
Seattle Wash. 
Sedalia Mo. 
Shamokin Pas 
Shanghai China 
Sharon Pa. 
Sheboygan Wis. 
Sheffield England 
Shenandoah Pa. 
Shreveport La. 
Sioux City Iowa 
Smyrna Turkey 
Somerville Mass. 
South Bend Ind. 


South Bethlehem Pa. 
Nebr. 


South Omaha 

Spartanburg SiC, 
Spokane Wash. 
Springfield Ill. 
Springfield Mass. 
Springfield Mo. 
Springfield Ohio 
Stamford Conn. 
Steubenville Ohio 
Stockholm Sweden 
Stockton Cal. 
Superior Wis. 
Sydney Australia 
Syracuse N. Y. 
Tacoma Wash. 
Tampa Fla. 
Taunton Mass. 
Terre Haute Ind. 
Tien-Tsin China 
Tokyo Japan 
Toledo Ohio 
Topeka Kans. 
Toronto Ontario, Can. 
Torrington Conn. 
Trenton INfs dhe 
Trieste Austria-Hungary 
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Troy NeYe 
Tulsa Okla. 
Tunis Tunis 
Turin Italy 
Union IN de 
Utica Ney 
Valparaiso Chile 
Vancouver Brit. Col., Can. 
Vicksburg Miss. 
Vienna Austria-Hungary 
Waco Tex. 
Walla Walla Wash. 
Waltham Mass. 
Warsaw Russia 
Warwick R. I. 
Washington DiC 
Washington Pa. 
Waterbury Conn. 
Waterloo lowa 
Watertown INGE YS 
Watervliet ie Ne 
Waukegan Il. 
Wausau Wis. 
Westfield Mass. 
West Hoboken N. J. 
Wheeling W. Va. 
White Plains INESY2 
Wichita Kans. 
Wilkes-Barre Pa. 
Wilkinsburg Pa. 
Williamsport Pa. 
Wilmington Del. 
Wilmington N.C. 
Winnipeg Manitoba, Can. 
Winona Minn. 
Winston INS Ce 
Woburn Mass. 
Woonsocket Rell. 
Worcester Mass. 
Yokohama Japan 
Yonkers Ney 
York Pa. 
Youngstown Ohio 
Zanesville Ohio 
Zanzibar Zanzibar 
Zurich Switzerland 
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Joliet 
Joplin 


Kalamazoo 
Kansas City 
Kansas City 
Ixearney 
Kenosha 
Key West 
Kingston 
Knoxville 
Kokomo 
Kyoto 


La Crosse 
Lafayette 
Lakewood 
Lancaster 
Lansing 
Lawrence 
Leavenworth 
Lebanon 
Leeds 
Leipzig 
Leominster 
Lewiston 
Lexington 
Lille 

Lima 
Lincoln 
Lisbon 
Little Rock 
Liverpool 
Lockport 
Logansport 
London 
Long Beach 
Lorain 

Los Angeles 
Louisville 
Lowell 
Lynchburg 
Lynn 
Lyons 


McKeesport 
Macon 
Madison 
Madras 
Madrid 


Fla. 
NooY. 
Tenn. 
Ind. 
Japan 


Wis. 
Ind. 
Ohio 

Pa. 
Mich. 
Mass. 
Kans. 
Pa. 
England 
Germany 
Mass. 
Maine 
Ky. 
France 
Ohio 
Nebr. 
Portugal 
Ark. 
England 
Ils YE 
Ind. 
England 
Cal. 
Ohio 
Cal. 

Ky. 
Mass. 
Va. 
Mass. 
France 


Mahanoy City 
Malden 
Manchester 
Manchester 
Manila 
Mansfield 
Marion 
Marion 
Marseilles 
Medford 
Melbourne 
Melrose 
Memphis 
Meriden 
Meridian 
Mexico 
Michigan City 
Middletown 
Middletown 
Milan 
Milwaukee 
Minneapolis 
Mobile 
Moline 
Montclair 
Montevideo 
Montgomery 
Montreal 
Moscow 
Mount Carmel 
Mount Vernon 
Muncie 
Munich 
Muscatine 
Muskegon 
Muskogee 


Nanticoke 
Naples 
Nashua 
Nashville 
New Albany 
Newark 
Newark 
New Bedford 
New Britain 
New Brunswick 
Newburgh 
New Castle 


Pa. 
Mass. 
England 
N. H. 
Philippines 
Ohio 
Ind. 
Ohio 
France 
Mass. 
Australia 
Mass. 
Tenn. 
Conn. 
Miss. 
Mexico 
Ind. 
Conn. 
Nie¥s 
Italy 
Wis. 
Minn. 
Ala. 

Til. 

ING 
Uruguay 
Ala. 


Quebec, Can. 


Russia 
Pa. 

New 
Ind. 
Germany 
lowa 
Mich. 
Okla. 


Pa. 
Italy 
INGE 
Tenn. 
Ind. 
INGede 
Ohio 
Mass. 
Conn. 
Nat: 
INGeYs 
Pa. 
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New Haven 
New London 
New Orleans 
Newport 
Newport 


Newport News 


New Rochelle 
Newton 

New York 
Niagara Falls 
Norfolk 
Norristown 
North Adams 
Northampton 
Norwalk 
Norwich 
Norwood 


Oakland 
Oak Park 
Odessa 
Ogden 
Ogdensburg 
Oil City 


Oklahoma City 


Omaha 
Orange 
Osaka 
Oshkosh 
Oswego 
Ottawa 
Ottumwa 
Owensboro 


Paducah 
Palermo 
Paris 
Parkersburg 
Pasadena 
Passaic 
Paterson 
Pawtucket 
Peabody 
Peekskill 
Peking 
Pensacola 
Peoria 
Perth Amboy 
Petersburg 


Ill. 
Russia 
Utah 
Naxe 
Pa. 
Okla. 
Nebr. 
N. J. 
Japan 
Wis. 
INGY 
Canada 


Towa 
Ky. 


Ky. 
Italy 
France 
W. Va. 
Cal. 
Ne: 
IN, Ie 
Reels 
Mass. 
Nox 
China 
Fla. 
Ill. 
Neto: 
Va. 
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Ovi 
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SDINGULNOO 


TIXXxX 
IXXX 
XXX 
xXIXX 
TITAXX 
TIAXX 
IAXX 
AXX 
AIXX 
TWxXxX 
IIxXX 
IxXxX 
xX 
xIX 


IWIAX 


TIAX 
IAX 
AX 
AIX 
TIX 
IIx 
Ix 


Budapest Hungary 
Buenos Aires Argentina 
Buffalo IN 5% 
Burlington Iowa 
Burlington Vt. 
Butler Pa. 
Butte Mont. 
Cairo Egypt 
Calcutta India 
Cambridge Mass. 
Camden N.-J. 
Canton China 
Canton Ohio 
Cape Town C. of Good Hope 
Carbondale Pa. 
Cedar Rapids Iowa 
Central Falls 1 Fat E- 
Charleston S.C; 
Charleston W. Va. 
Charlotte N.C. 
Chattanooga Tenn. 
Chelsea Mass. 
Chemnitz Germany 
Chester Pa. 
Chicago Tl. 
Chicopee Mass. 
Christiania Norway 
Cincinnati Ohio 
Cleveland Ohio 
Clinton Iowa 
Cohoes INESYS 
Cologne Germany 
Colorado Springs Colo. 
Columbia. Dw. O. 
Columbus Ga. 
Columbus Ohio 
Concord Ne Hi 
Constantinople Turkey 
Copenhagen Denmark 
Council Bluffs JIowa 
Covington Ky. 
Cranston Sed 
Cumberland Md. 
Dallas Tex. 
Damascus Turkey 
Danbury Conn. 
Danville Til. 


Danville Va. 
Davenport Iowa 
Dayton Ohio - 
Decatur Til. 
Denver Colo. 
Des Moines Towa 
Detroit Mich. 
Dresden Germany 
Dublin Treland 
Dubuque Iowa 
Duluth Minn. 
Dunkirk INGRYS 
Dunmore Pa; 
Duquesne Pat 
Durham NEG: 
East Chicago Ind. 
East Liverpool Ohio 
Easton Pa. 
East Orange N. J 
East Providence R. I. 
East St. Louis  IIl. 
Eau Claire Wis. 
Edinburgh Scotland 
Edmonton Alberta, Can. 
Elgin Til. 
Elizabeth IN dk 
Elkhart Ind. 
Elmira INSSYs 
El Paso Tex. 
Erie par 
Evanston Til. 
Evansville Ind. 
Everett Mass. 
Everett Wash. 
Fall River Mass. 
Fitchburg Mass. 
Flint Mich. 
Fond du Lac Wis. 
Fort Dodge Towa 
Fort Smith Ark. 
Fort Wayne Ind. 
Fort Worth Tex. 
Frankfort-on-Main Germany 
Freeport Ill. 
Fresno Cal. 
Galesburg Til. 
Galveston Tex. 
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Gary 

Genoa 
Gibraltar 
Glasgow 
Glens Falls 
Gloucester 
Gloversville 
Grand Rapids 
Green Bay 
Greensboro 
Greenville 
Greenwich 
Guadalajara 


Hagerstown 
Halifax 
Hamburg 
Hamilton 
Hamilton 
Hammond 
Hankow 
Hannibal 
Harrisburg 
Hartford 
Havana 
Haverhill 
Havre 
Hazleton 
Hoboken 
Holyoke 
Homestead 
Hongkong 
Honolulu 
Houston 
Huntington 
Hutchinson 
Hyde Park 


Indianapolis 


Jackson 
Jackson 
Jackson 
Jacksonville 
Jacksonville 
Jamestown 
Jersey City 
Johannesburg 
Johnstown 


Ind. 
Italy 
Gibraltar 
Scotland 


NOY 


Mass. 
NS 
Mich. 
Wis. 
NeG 
S.C. 
Conn. 
Mexico 


Md. 
N.58., Can. 
Germany 
Ohio 
Ontario, Can. 
Ind. 
China 
Mo. 

Pa, 
Conn. 
Cuba 
Mass. 
France 
Pa. 

Nea: 
Mass. 
Pa. 
China 
Hawaii 
Tex. 

W. Va. 
Kans. 
Mass. 


Ind. 


Mich. 
Miss. 
Tenn. 

Fla. 

Ill. 

NY. 
Neds 
Transvaal 
Pa. 


TST 


LLY 
GLT 
PLT 

LT 
PLT 
PLT 
ELT 
ELT 
ELT 
€LT 
GLT 
GLE 
GLT 
GLT 
TT 
TLE 
69T 
69T 
69T 
LOT 
TST 
Aas 
est 
961 
OTT 
TIT 
SOL 
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Pastor 


Reverend Patrick J. Reilly, 
Rector, St. Anthony’s Church, 
Cohasset, Mass. 


Reverend and Dear Sir: or (from a member of 
his own church) Dear Father Reilly: 


Curate 


Same as in the case of a pastor, except that the 
word “Rector” is omitted. 


Sisters 


Sister M. Hilda, 
Convent of Mercy, 
Gloucester, Mass. 


Respected Sister : 


Sisters Superior 
Mother -M. Regis, 
St. Thomas’ Convent, 
Jamaica Plain, Mass. 


Respected Mother : 


Reverend Mother, M. Philomena, 
Sisters of Mercy Convent, 
Manchester, N. H. 


Reverend Mother : 


Brothers 


Brother Azarias, 
Manhattan College, 
New York City. 


Dear Sir: 


Citres AND Towns oF THE UNITED STATES WITH OVER 15,000 INHABITANTS AND 
PRINCIPAL FOREIGN CITIES 


Akron Ohio Attleboro 
Alameda Cal. Auburn 
Albany Diecy, Auburn 
Alexandria Egypt Augusta 
Alexandria Va. Aurora 
Algiers Algeria Austin 
Allentown Pa. 

Alliance Ohio Bahia 
Alton Til. Baltimore 
Altoona Pa. Bangkok 
Amsterdam Netherlands | Bangor 
Amsterdam INeRYs Barcelona 
Anderson Ind. Batavia 
Ansonia Conn. Battle Creek 
Antwerp Belgium Bay City 
Appleton Wis. Bayonne 
Asheville Na. Beaumont 
Ashtabula Ohio Belfast 
Atchison Kans. Belgrade 
Athens Greece Belleville 
Atlanta Ga. Bellingham 
Atlantic City N.J. Beloit 


Mass. Berkeley Cal. 
Maine Berlin Germany 
Nave Beverly Mass. 
Ga. Biddeford Maine 
Ill. Binghamton Ne 
Tex. Birmingham Ala. 
Birmingham England 
Brazil ~ Bloomfield Nid: 
Md. Bloomington Ill. 
Siam Bogota Colombia 
Maine Boise Idaho 
Spain Bombay India 
Java Bordeaux France 
Mich. Boston Mass. 
Mich. Braddock Pa. 
N. J. Breslau Germany 
Tex. Bridgeport Conn. 
Treland Bristol England 
Servia Brockton Mass. 
Til. Brookline Mass. 
Wash. Brussels Belgium 
Wis. Bucharest Roumania 
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State Legislator 
Honorable Peter Williams, 
Providence, R. I. 


Sir: or Dear Sir: 
Physician 
Dr. William A. Wright, 
141 Cambridge Place, 
Brooklyn, N. Y. 
Dear Sir: 


College President 
President A. Lawrence Lowell, LL.D., 
Harvard University, 
Cambridge, Mass. 
Sir: or Dear Sir: 
Bishop 
Right Reverend William Lawrence, D.D., 
Bishop of Massachusetts, 
Boston, Mass. 
Right Reverend Sir: or Right Reverend and 
Dear Sir: 


Methodist Bishops are addressed as Reverend. 


Minister 
Reverend Russel: H. Conwell, LL.D., 
The Baptist Temple, 
Philadelphia, Pa. 


Reverend Sir: or Dear Sir: 


Women 
a. Unmarried women 


Miss Gertrude W. Craig, 
10 Woodruff Ave., 
Brooklyn, N. Y. 
Dear Miss Craig: or Dear Madam: 


b. Married women »° 


Mrs. Harvey R. Self, 
677 Vanderbilt Ave., 
Brooklyn, N. Y. 
Dear Madam: or Dear Mrs. Self : 


If it cannot be told whether a woman is mar- 
ried or not, Miss may be assumed. 


Firm of Women , 
a. Unmarried 
Misses Baldwin & Boutwell, 
Ames Building, 


Boston, Mass. 
Ladies : 


b. Married 
Mesdames Pease & Atherton, 
St. James Building, 


San Francisco, Cal. 
Ladies : 


c. Firm composed of a lady and gentleman. 


Steadman & Jackson, - 
472 Main Street, 
Bridgeport, Conn. 
Dear Sir and Madam: 


Catholic Clergy 


Archbishop 
The Most Reverend John Ireland, D.D., 
Archbishop of St. Paul, 
St. Paul, Minn. 
Most Reverend Archbishop: or Most Reverend 
Sir: 


Monsignori 
(There are two grades of these. The higher is 


known as the Right Reverend, and the other as 
the Very Reverend.) 


Right Reverend Monsignor Thomas Magennis, 
Rector, St. Thomas’ Church, 
Jamaica Plain, Mass. 


Right Reverend Sir: or Right Reverend Mon- 
signor : 


Very Reverend Monsignor M. J. Splaine, 
75 Union Park Street, 
Boston, Mass. 


Very Reverend Monsignor : 


Other Dignitaries 

The title ‘‘Very Reverend”’ is given to Presi- 
dents of Seminaries, Deans of Theological Facul- 
ties, Superiors of some communities. 
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Fourth Class (Parcel Post): All matter not in- 
ciuded in the other classes. Must be unsealed. 
Must be prepaid by distinctive parcel post 
stamps affixed. Parcels weighing four ounces 
or less are mailable at the rate of one cent for 
each ounce or fraction of an ounce, regardless 
of distance. Parcels weighing more than four 
ounces are mailable at pound rates, varying 
according to a system of eight zones. Limit, 
eleven pounds. Seeds, ete., have a special rate. 


Matter of a higher class inclosed with that 
of a lower, subjects the entire package to the 
rates of the higher class. 


Special Delivery: A special delivery stamp 
costing ten cents, or ten cents in regular 
stamps, with the words “Special Delivery” 
written on the envelope, in addition to the regu- 
lar postage, will insure immediate delivery of the 
letter, if received at a free delivery office be- 
tween 7 a.m. and 11 p.m., or at any other office 
between 7 a.m. and 7 p.m. 


Registration: Any letter may be registered 
upon payment of ten cents in addition to the 
postage. 


Money Orders: Fees for domestic money or- 
ders, payable to “order” are as follows: For 
orders from $0.01 to $2.50, 3¢; $2.51 to $5.00, 
5¢; $5.01 to $10.00, 8¢; $10.01 to $20.00, 10¢; 
$20.01 to $30.00, 12¢; $30.01 to $40.00, 15¢; 
$40.01 to $50.00, 18¢; $50.01 to $60.00, 20¢; 
$60.01 to $75.00, 25¢; $75.01 to $100.00, 30¢. 


Forwarding: First-class matter may be for- 
warded to the addressee or may be returned 
to the writer without extra charge; matter of 
other classes requires additional postage. 


Mail for England and Germany: The domes- 
tic first-class rate applies to letters sent to Eng- 
land, and also to Germany by certain steamers. 


Foreign Postage: To all countries in the 
Postal Union, except those mentioned above, 
rates are as follows: 

Letters, five cents for the first ounce or fraction 
thereof, three cents for each additional ounce. 
Postal cards, two cents each. Printed matter, 
one cent for two ounces. If postage is not fully 
prepaid, double the deficiency will be charged 
the addressee. 


Forms or ADDRESS 


President of the United States 


The President, 
Executive Mansion, 


Washington, D. C. 
Sir: 


Vice President of the United States 
Honorable James S. Sherman, 
Vice President of the United States, 


Washington, D. C. 
Sir: 


Governor 


His Excellency, John A. Dix, 
Governor of the State of New York, 
Albany, N. Y. 


Sir: or Your Excellency : 


Member of Congress 

Honorable John A. Read, 
House of Representatives, 

Washington, D. C. 

Sir: or Dear Sir: 

Mayor 

Honorable John F. Fitzgerald, 
Mayor of Boston, 


Boston, Mass. 
Sir: 


Cabinet Officers 


Honorable Philander C. Knox, 
Secretary of State, 
Washington, D. C. 
Sir: 


Foreign Ministers 


To His Excellency, John Hays Hammond, 
Court of St. James, 
London, England, 


Your Excellency : or Sir: 


Judge 


Honorable Robert von Moschzisker, 
Supreme Court, 


Philadelphia, Pa. 
Sir: 
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SizE or TYPEWRITING PAPER 


Full-sized letter heads are either 8 x 10%, or 
844x11. The first is cut from what is known as 
Demy, which comes 16 X 21 inches; and the 
second from Folio, which comes 17 x 22. 

Note heads are usually 5144 x 814. 

Paper is sold by the pound, and the weight, 
when given, means the number of pounds to a 
ream (500 sheets) of the full-sized paper, that is, 
four reams of the paper when cut. 


STENCILS 


Various methods for making duplicates of 
typewritten work are in use. One of the most 
common is known as the stencil. 

To write a stencil, place the prepared sheet 
in the typewriter, being sure to clean the type 
thoroughly, and remove the ribbon. Write 
with a firm, quick touch, striking the letters 
W, M, and N a little harder than the others, and 
the punctuation marks and the letters 0, Aand § 
a little more lightly. 

Sometimes a slight error is made in cutting 
the stencil. To some extent these errors may be 
corrected, for instance, if an o has been entirely 
cut away, it is possible to cut another o from 
the edge of the stencil and insert in the proper 
place. If a wrong word is written, a correction 
may be made by painting that part of the stencil 
lightly with a prepared varnish. After it is 
thoroughly dry, replace the stencil in the type- 
writer, align properly, and write the correction. 

If the stencil does not print clearly, the im- 
pression may be brought out more sharply by 
wetting the stencil sheet with benzine. 

Detailed instructions are given with the vari- 
ous Duplicating Machines, and these should be 
followed implicitly. 


Signs FoR PRoor READING 


Caps. or =—__ means capital letters. 
S.C. or == means small capitals. 
l. c. means lower case (small letters). 
Ital. or —— means change to Italic. 
Rom. or —— means change to Roman. 


xX means broken letter. 


(-— 


means push down. 

means reversed letter. 

means take out (dele). 

means insert a space where a caret 
is placed. 

means make space even. 


FE on 9 


means close up space. 
means period. 

means comma. 

means apostrophe. 
means move to the right. 
means move to the left. 
means paragraph. 
means no paragraph. 


means let stand. In the text dots 
are placed under the letters 
which are to remain. 


.- means wrong font. 
tr. means transpose words or letters. 
| means straighten irregular margins. 
1/ means one-em dash. 
means two-em dash. 
means something missing; 
copy. 


see 


PostaL REGULATIONS 


Classification of Domestic Mail Matter (ap- 
plies to Cuba, Porto Rico, Hawaii, Guam, Phil- 
ippines, the Canal Zone, Canada, and Mexico) : 


First Class: Written or sealed matter; let- 
ters, postal cards, manuscript, etc. 

Rate: Two cents for each ounce, or fraction 
thereof. One cent for postal cards. 


Second Class: Unsealed newspapers and 
periodicals, bearing the statement, ‘‘entered at 
the post office as second-class matter.” 

Rate: When mailed by others than publishers, 
one cent for four ounces or fraction thereof. 


Third Class: Unsealed miscellaneous printed 
matter, not admitted to the second class ; books, 
circulars, photographs, proof sheets (with 
or without manuscript copy). Twenty repro- 
duced copies of the same letter, if unsealed. 

Rate: One cent for each two ounces or frac- 
tion thereof. 
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When whole numbers are spelled out, use the 
hyphen where necessary, thus: Eighty-first 
Street, One hundred thirty-two. 

Commas should be inserted in figures if there 
are more than four. Some writers prefer to 
insert a comma when there are only four figures. 
Of course, commas should not be employed in 
dates, and they are usually omitted when the 
figures are used as the number of a thing, as 
File No. 14427. When commas are used with 
figures, do not space after them. 


CORRECTIONS 


In making corrections, especially in stencil 
work, some letters on the typewriter can be 
written over other letters without showing no- 
ticeably ; for example: 


P, O, b, and e ean be struck over c. 

P, b, q, can be struck over o. 

y can readily be struck over v. 

h can be struck over n. 

The comma and semicolon can be struck over 
the period. 

The semicolon can be struck over the colon. 


When one letter is omitted in a word, and it is 
not discovered until the balance of the line is 
written, it is possible to make the correction by 
erasing the one word only. If your typewriter 
has no back spacer key, move the paper to the 
right, half a space, and write the corrected word ; 
then move the paper back to its original posi- 
tion. If the typewriter has a back spacer key 
(except the Underwood), place the carriage in the 
position it would be after striking the last letter 
of the preceding word, then space twice, press the 
back spacer key and hold it down while striking 
the first letter of the word, after which release it. 
Space twice, press the back spacer key again and 
hold down while striking the next letter, and so 
on until the end of the word. 


ERASING 


On bond paper use a typewriter eraser. 

On very thin paper, such as onion skin, it is 
better to use a pencil eraser and not press very 
hard, as it is easy to rub a hole in this thin paper. 


If you are making a number of copies with 
carbon, always use a pencil eraser on the carbon 
copies. ' 

If the ribbon on the typewriter is very heavily 
inked, better results can sometimes be obtained 
by employing the back of a penknife blade to 
loosen the ink from the paper, and then rubbing 
with a pencil eraser. 

Do not bear on the paper too heavily. Rub 
with a quick light wrist movement. 


Stens Nor on tHe KEYBOARD 


On some machines the following signs are not 
found on the keyboard. When they are not, 
they may be written as suggested. 


£ Hold down the space bar and strike c and the 
diagonal. 

! Set the machine for all capitals. Hold down 
space bar and strike the apostrophe and 
period. 

= Hold down space bar, strike the hyphen, then 
move the roller down slightly and strike the 
hyphen once more. 

9° Move the roller down a trifle and strike the 
small o. 

+ Hold down the space bar and strike the colon 
and hyphen. 

H,O Turn the roller up a little and write the 
figure desired. 


On machines that have a back spacer key, 
instead of holding down the space, bar, use the 
back spacer key. 


Sizes OF COMMERCIAL ENVELOPES 


No. 3 Qtix 43 
No. 4 2hex oy 
No:ed 34 x 53 
No. 6} of Pp een 
No. 63 33 x 6} 
No. 7 33 x 618 
No. 9 378 x 85 
No. 10 41 x gt 
No. 11 43 x 103 
No. 12 43 x11 
No. 14 oP us gang: 

The sizes in most common use are No. 6}, 
No. 63, and No. 10. 
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Quotation Marks anp PuncruaTIon 


There is considerable difference of usage re- 
garding the placing of punctuation before or 
after quotation marks. Mr. De Vinne says, 
“The proper placing of the closing marks of 
quotation should be determined by the quoted 
words only; they must inclose these words and 
no more; they must be before or after the point, 
according to the construction of the sentence.” 
The common practice to-day, however, is to 
place the period, comma, semicolon, or colon 
which follows the last word of the quotation, 
before the quotation mark. Any other marks of 
punctuation should be placed before the final 
quotation mark if they are a part of the quota- 
tion, but should be placed after the final quota- 
tion mark if they are not. 


Division or Worps 


Never divide a word pronounced as one syl- 
lable. 

The addition of s or es to form the plural of a 
word does not justify the division on the extra 
syllable. Avoid all such divisions. 

It is desirable to avoid two-letter divisions, if 
possible; and one-letter divisions should never 
be made. 

Words may be divided on any syllable. The 
American custom is to divide according to pro- 
nunciation, rather than derivation. Care should 
be taken to make a division which will interfere 
as little as possible with the understanding of the 
reader. 

A vowel should not be separated from a con- 
sonant which affects its pronunciation; thus 
stag-nate, but not sta-gnate; and sta-gi-ness, not 
stag-1-ness. 

If a vowel constitutes a syllable in the middle 
of a word, it is better to place it with the pre- 
ceding rather than the following syllable, except 
in words ending in able or ible. 


Worps Orren Writren WRONGLY 


The following words should be written as single 
words : 
already 
although 


altogether 
always 


anybody 
anything 


anywhere everywhere nothing 
evermore forever nowhere 
everybody forevermore something 
everything nobody somewhere 


but the following should be kept separate : 


all right any one no one every one 


Most dictionaries prefer a hyphen in to-day 
and to-morrow, but in business practice the 
hyphen is usually omitted; thus, today, tomor- 
row. 


FIGURES 


Figures should be used uniformly. While 
there is considerable difference of opinion as to 
when figures should be used, the following rules 
will be safe to follow in typewritten work. 

Spell out numbers less than one hundred, ex- 
cept when used in groups of three or more sets. 

Spell out round numbers. 

A sentence should never begin with figures, 
except the figure which sometimes precedes a 
paragraph. 

If a number contains decimals or fractions it is ; 
common to write it in figures. 

‘ Sums of money should usually be put in fig- 
ures, although an even amount in a letter is 
frequently spelled out. 

Sometimes amounts of money are written in 
both words and figures; when that is done the 
following is probably the best form: Twenty- 
one dollars ($21). 

Do not use figures when the word “number” 
or “‘per cent” is spelled out. Do not spell out 
an amount when a sign or abbreviation is used 
in connection with it. The following forms are 
correct: No. 15, #15, number fifteen; 15%, 
fifteen per cent; 5.30 p.m., five o’clock. 

Do not write $27., but $27 or $27.00. 

Write 75% or 75c, when tabulated $0.75; 
never $.75. 

When a fraction is spelled out, most writers 
prefer not to use a hyphen, unless the fraction 
qualifies a following noun; for instance, one 
fourth, but one-fourth share. Some authorities, 
however, advise a hyphen in all fractions with 
numbers less than twenty-one. If either the 
numerator or denominator is twenty-one or 
more, the hyphen is used thus: one twenty-fifth. 
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Interrogation and Exclamation 


Rute. A question should always end with an 
interrogation point, and a mere exclamation, or a 
strongly exclamatory sentence, with an exclama- 
tion mark. 


Parentheses and Brackets 


Ruts. Parenthesis marks and brackets (often 
called square brackets) inclose words that are not 
necessary parts of the sentences in which they 
are used. Brackets are commonly restricted 
to the inclosing of corrections, notes, direc- 
tions, editor’s comment, etc. 


Dash 


Rute. The dash is used to denote a sudden 
change in the construction, a suspension of the 
sense, an unexpected transition in the sentiment, 
a sudden interruption, or hesitation in speaking. 
Dashes are sometimes used. instead of paren- 
theses. 


A postrophe 


Rute I. When letters are omitted from 
within a word, use an apostrophe in place of 
them; also at the beginning or end of a word 
when the omission is to be shown. 

Rute II. In the possessive case singular (as 
man’s), and in that of irregular plurals (as 
men’s) use an apostrophe and s; in regular 
plural possessives (as boys’) use the apostrophe 
alone. 

Rute III. The plural of a single letter or 
figure is usually formed by adding an apostrophe 
and s (as 0’s, d’s, 3’s, ete.), but the apostrophe is 
not really necessary with figures (as 8s, 9s, etc.). 


Quotation Marks 


Rue. Quotations are marked by two in- 
verted commas at the beginning and two apos- 
trophes at the end. A quotation within a quo- 
tation has single marks. In British usage the 
use of the single inverted comma and single 
apostrophe for full quotations is more usual, with 
double marks employed within. 
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CapiTtaAL LETTERS 


Begin every sentence and every line of poetry 
with a capital. 

Begin the name of a person or place or any 
other proper noun with a capital. 

It is customary to capitalize Street, Road, 
Avenue, Lake, River, Mountain, Place, when 
used with proper names, particularly when 
used as part of an address. 

Any word indicating God should begin with a 
capital. 

A capital should be used for an official title, 
when employed before a person’s name or in 
place of his name. 

Names of political parties, religious sects, 
peoples, and languages should begin with a 
capital. 

Capitalize each word in the title of a book 
except the prepositions, articles, and conjunc- 
tions. 

The pronoun I and the interjection O are 
always capitalized. 

In business letters it is common to capitalize 
even more freely than authorized by the above 
rules. Departments in a business and articles of 
merchandise are frequently capitalized for the 
sake of emphasis. 


SPACING AFTER PuNcCTUATION MARKS 


In typewriting there should be two spaces left 
after a period, interrogation mark, or exclama- 
tion point at the end of a sentence, or after a 
colon when it is followed by a capital. 

There should be one space after a period when 
it is used to indicate an abbreviation (except in 
a few cases where no space is left, as f.0.b.), or 
after a comma or semicolon. 

No space should be left after a comma when 
used to divide numbers, as 12,750. 

While there should be no space between 
parentheses and the matter they inclose, there 
should be one space preceding the first paren- 
thesis and one following the last, unless some 
other mark of punctuation immediately follows 
the parenthesis, when there should be none. 

When two punctuation marks are used to- 
gether, there should be no space between. 


SPeT 
SPeT 
SPeT 
SPeT 
SPeT 


se 
se 
se 
se 
se 


esps 
espy 
esps 
espy 


esps 


Cat: 
CHT! 
CHT! 
CHT! 


CHT! 


se 
se 
se 
se 
se 


spe 
spe 
spe 
spe 
spe 


se 
se 
se 
se 
se 


‘THe 


‘THe 


‘THe 


‘THe 


‘THe 


esps 


esps 


espsy 


esps 


esps 


al 


SPeL 
SPpeT 
SPpeT 
SPeT 
SPeT 


SPpeT 
SPeT 
SPeT 
SPeT 
SPpeT 


se, JT PASTE. ee 
se zjfpxyste‘! se 
se jfpyste! se 
se jfpxuste: se 


T spet sfpyste: spet 
T spelt sfpyste: spet 
T sper sfpyste! spet 
T spert sfpuyste: spet 
T spet sfpyste: spet 
gCpustef se se 
zJCpustef se se 
zfpystef se se 
gCfpuste! se se 
zfpystTe! se se 


esps 
esps 
esps 
esps 


esps 


Cars 
Car! 
CHT! 
CHT! 


CHT! 


‘THe 
‘THe 
“THe 
‘THe 


‘THe 


eSps 
esps 
esps 
esps 


esps 
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eSpy 
espy 
espy 
espy 


espy 


Cars 
CHT! 
CHT: 
CHT! 


CHT! 


se s(pysTe: se 


€ 


astq 


FfpysTe! spet 
FCpystTe: 
Ffpyste: 
Ffpuste: 
Flpyste: 


se 
se 
se 
se 
se 


SPeT 
SpeT 
SPeT 
SPT 


SPeT 
SPeT 
SPT 
SPeT 
SPeT 


Se T(pHeTSe. Se 
se sfpxystTe! se 


se JfpysTe: 
se J[pystTe: 
se JfpysTe: 


se se 

se se 
se se se 
se se se 
se se se 
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‘THe 
‘THe 
‘THe 
‘THe 


‘THe 


eSps 
espy 
esps 
esps 


esps 


esps 
espy 
esps 
espy 


esps 


CHT! 
CHT! 
CHT! 
Cars 


CHT! 


‘THe 
‘THe 
‘THl 
‘THe 


‘THe 


eSpz 
esps 
espy 
esps 


esp 


eSspx 


espF 
esps 
esps 


espy 


CHT: 
CHT: 
CHT! 
Cars 


CHS 


‘THe 
‘THe 
‘THe 
‘Tae 


‘THe 


eSpz 
espz 
esps 
esps 


esps 


in the same construction but with no conjunction 
except before the last number of the series. 


The world, the flesh, and the devil. 
ft is neither good, bad, nor indifferent. 


Rute II. A comma is needed before and 
after a word or a group of words which is in- 
serted independently, or so that the rest of the 
sentence would be grammatically complete 
without them, but which is not sufficiently inde- 
pendent to require the use of marks of paren- 
thesis. 


Punctuation, like other matters, should be gov- 
erned by common sense. 

Commas, therefore, should not be used without 
reason. 

Authors, not printers, should punctuate their 
writing. 

All printers, however, should know how to 
punctuate. 

The most vigorous thinkers and writers are, in 
fact, self-taught. 


Rute IV. A comma is needed before a con- 
junction introducing an antithesis, or a clause in 
opposition to one preceding, or introducing an 
opposite assertion. 

False delicacy is affectation, not politeness. 

Though learned and methodical, the teacher was 
not a pedant. 


Rute V. A word or group of words standing 
independently at the beginning or end of a sen- 
tence should be separated from the rest of the 
sentence by a comma. 


Awkward in his person, James was ill qualified 
to command respect. 
r Antonio, light my lamp. 

Referring to your note of the 10th instant, I 
would say, etc. 

He was a scoundrelly rascal, with all due respect 


to his learning. 


Rute VI. A comma precedes a relative clause 
that adds an explanation, but not a clause that 
restricts the application of an antecedent. 

Behold the emblem of thy state in flowers, which 
bloom and die. 

Every teacher must love a boy who is attentive 
and docile. 


Semicolon 


Rute I. Each clause, or part of a sentence, 
that is itself divisible into parts marked off by 
commas should have a semicolon after it; also 
each clause in a sentence that contains any such 
part with commas. 


Our schoolbooks used to tell us that at the period 
we should stop long enough to count four; at the 
colon, three; at the semicolon, two; at the comma, 
one. 

Stones grow; vegetables grow and live; animals 
grow, live, and feel. 


Rue II. Two or more clauses in a series in 
the same construction, when the conjunction is 
omitted, should be separated by semicolous. 
Occasionally commas are sufficient in such cases. 
(See Comma, Rule I.) 


Philosophers assert that Nature is unlimited in 
her operations; that she has inexhaustible treas- 
ures in reserve; that knowledge will always be 
progressive; and that all future generations will 
continue to make discoveries of which we have not 
the slightest idea. 


Colon 


Rue. A colon should be used after a word 
or clause introductory to a speech, a letter, a 
statement of particulars, or a quotation of a 
long sentence or a number of sentences, and 
before a short quotation if that is made a 
separate paragraph. 


Period 


Rue I. Every sentence that is not interroga- 
tory or exclamatory is ended with a period. 


Rute II. An abbreviation, as distinguished 
from a contraction or a mere short form, has a 
period after it. 


Wm. for William is an abbreviation; dep’t for 
department ts a contraction; Will for William is a 
short form. 


Rute III. A decimal number is written with 
a period before it. 
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GENERAL INFORMATION 


CARE OF THE TYPEWRITER 


It is very important that the typewriter be 
kept clean and well oiled. No machine will turn 
out good work unless it is given proper care. 

The typewriter should be thoroughly cleaned 
daily. This does not mean that merely the 
frame of the machine should be dusted. The ink 
which accumulates in the type by their constant 
contact with the ribbon should be taken out 
with a stiff brush. The brushing should be done 
toward the keyboard of the machine. A little 
alcohol applied to the brush occasionally will 
remove all the ink from the type. 

A long-handled soft brush should be used to take 
the dust from the type bars and interior parts of 
the machine which cannot be reached otherwise. 
The only parts of the typewriter which require 
oil are the back rod (sometimes termed the 
way rod) and the carriage shift rail, which is 
underneath the center of the carriage. The 
latter, however, is not so important as the 
former. The back rod should be cleaned with 
cheesecloth, or any other kind of soft material 
and freshly oiled with a good quality of oil about 
every other day. Too much oil is as injurious 
as too little. Any superfluous oil should be re- 
moved, as it is apt to collect dust and retard the 
free action of the machine. 

The enamel and nickel parts may be polished 
with chamois skin. ¢ 

A backing sheet of a rather heavy grade of 
paper will improve the impression of the type 
and save the wear of the cylinder or rubber roller 
considerably. An ‘‘extra hard” cylinder should 
be used for all kinds of heavy manifolding work. 
There are brass cylinders made for this purpose. 
When the roller becomes dented by the type after 
long use, it should be changed for a new one, 
which can be inserted into the machine in a few 
moments by a typewriter repair man. 

An operator who does not understand the 
mechanism of the typewriter should never at- 


tempt to take it apart, or alter the adjustments 
in any way. 

In speaking of this the catalogue of one of the 
standard makes of typewriter says : 

“Tn the care of your machine what not to do 
is quite as important as what to do. 

“Do not take the machine apart. 

“Do not remove the carriage. 

“Do not oil the type bar bearings. 

“‘Do not loosen the screws. 

“Do not change the adjustments. 

“Do not allow others to do these ‘Do Nots.’” 

The typewriter should always be kept covered 
when not in use. 


PUNCTUATION RULES 1 


Punctuation should be used as an aid to clear- 
ness, and not directly for rhetorical purposes. 
Practical rules cannot be made so specific as to 
meet every matter of detail, and the application 
of many rules is properly subject to variation ac- 
cording to personal opinion as to differences in 
the subject matter punctuated. Most of those 
here given, however, are generally accepted as 
inviolable. 


Comma 

GENERAL PrincipLe. A comma marks the 
slightest interruptions in grammatical construc- 
tion that demand punctuation, and should not 
be used when no such interruption is present 
unless by its use added clearness can be secured. 


Rute I. Insert a comma after the first of 
two words, phrases, or short clauses when they 
are in the same construction and not connected 
by a conjunction. 


We are fearfully, wonderfully made. 


Rute II. Insert a comma after each except 
the last of two or more words, phrases, or clauses 


* By permission of G. & C. Merriam Co., Publishers of 
Webster’s Little Gem Dictionary. 
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Make out and send the following bills (omit 
punctuation) : 


(33) 


Mr. T. C. Waterbury, Beaver Falls, Pa., 
American Express. Terms, Net 60 days, 2% 
10 days. Order #1287. 14 DzO Galvd Tubs 
at $3.95 per Dz, 14 Dz 1 Galvd Tubs, at $4.65 
per Dz, 4 Dz 2 Galvd Tubs, at $5.25 per Dz, 
and 14 Dz 3 Galvd Tubs, at $5.90 per Dz. 


(34) 


Messrs. Lansing & Thorpe, Dover, Del., 
Adams Express. Terms, Net 60 days, 2% 10 
days. Order #1288. 6 Gro 8S. K. Screws, 
7/16” #9, at 96¢ per gross, less 50/10/5%, 2 
Gro of R. H. Brass Screws 44” #4 at $1.08 per 
gross, 2 Gro R. H. Brass Screws, 14" #4 at $1.15 
per gross, 2 Gro 34” #6 of R. H. Brass Screws, at 
$1.55 per gross, and 2 Gro R. H. Brass Screws 
1” #8 at $2.45 per gross. All R. H. Brass Screws 
less 50/5/10/5%. 


(35) 


Messrs. Jordan & French, Baltimore, Md., U.S. 
Express. Terms, Net 30 days. Order #1289. 
3 Dz, 34” 3 Ply Sherman Clamps, at 30¢ per Dz, 
14 Dz, 1’ 4 Ply Sherman Clamps at 72¢ per Dz, 
14 Dz 114” 4 Ply Sherman Clamps at 90¢ per 
Dz, 3 Dz 4%” 3 Ply Yerdon Clamps at 30¢ per 
Dz, 1 Dz #4 Filter Cap Washers at 40¢ per Dz, 
14 Dz #4 Filter Stone Washers at 45¢ per Dz, 1 
Dz #1 Filter Cap Washers at 25¢ per Dz, 1 Dz 
#1 Filter Stem Washers at 15¢ per Dz, 3 pr 
Skates #47 at $2.15 per pair, 5 Ideal Oil Heaters 
#3 at $3.85 and 9 Ib Sash Cords at 35¢ per lb. 


(36) 


Messrs. Wallace & Smith, Wilmington, Del. 
By Freight. Terms, Net 30 days, 2% 10 days. 
Order #1290. 1Dz9 Ib Mops at $1.75, 1 Dz 12 
lb Mops at $2.15, 1 Dz Cpt Sweepers at $1.20, 
14 Dz 02B Snow Shovels at $1.15, lg Dz 22 
Snow Shovels at $1.65, 2 Dz 1 Snow Shovels at 
$2.25, 1 Dz 1D Snow Shovels at $2.50, 1 Dz. 16 
Rural at $3.25, 1 Dz 18 Rural at $3.50, !/3 Dz 715 


Coasters at $8.50, 1/3 Dz 701 Coasters at $9.00, 
14 Dz 442 Sleds at $6.00. 


Write the following letter to each of our cus- 
tomers in Maryland, Delaware, and West Vir- 
ginia. (There are eleven in all.) 


Make only one carbon copy of this letter. 
Write on it “mailed to our customers in Mary- 
land, Delaware and West Virginia” and file 
under ‘‘Circular Letters.” 


(37) 
Gentlemen : 

We want to call your attention at this time to 
the necessity of being prepared for a big vacuum 
cleaner business starting within the next ten 
days. 

Experience has taught us that the average dealer 
waits until the rush is on before ordering. We 
would suggest that you have on hand two or 
three machines, for when your customer decides 
to buy, he wants that cleaner at once — tomor- 
row won’t do. 

You can obtain an additional five per cent 
discount by sending cash with your order, or 
two per cent for ten days. 

Trusting that we may be favored with an early 
order, we are 

Yours very truly, 


Write the following letter, which has been dic- 
tated to you by the Treasurer. 


(38) 
Reading Hardware Co., Reading, Pa. 
Gentlemen: 

We inclose herewith our check for $73.50 in 
payment of our account in accordance to your 
statement of May Ist, less $23.50 for the Ogden 
Door Checks, which we returned to you on 
May 5th, and for which we have not as yet re- 
ceived any credit memorandum. 

Trusting that this will be satisfactory, we are 

Yours very truly, 
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(29) 
Frederick E. Carter, 
Cumberland, Md. 
1 Dz Barlow #130 
1 Dz Sash Fasts #183 
1 Dz Sash Lifts #132 


Write the following letter, which has been dic- 
tated to you by the General Manager. Make an 
extra carbon of this letter and inclose it in the 
letter to Mr. R. W. Eaton. 


(30) 
Gunby «& Co., 
Hagerstown, Md. 


Gentlemen : 

Our Mr. Eaton transmitted to us your com- 
plaint that we have failed to acknowledge your 
several letters regarding Porcelain Pull Plate, 
which you recently ordered from us. We have 
looked up the facts in the case, and find that we 
did receive your order for this Door Plate, and 
that as we did not have one of the style you de- 
sired, we ordered the factory at once to send it 
to you, and expected you would receive it in a 
day or two. On the 15th, we received from you a 
postal card asking us if we had received your 
order. In reply we wrote you on the 16th as 
follows: 

“We have your inquiry concerning order 
for a White Enameled Door Plate, and in 
reply would say we ordered this from the 
factory on the 11th instant. They are 
usually prompt in filling orders, but we have 
asked them to hurry out the plate referred 
to, and hope they will do so at once.” 

We are sorry that there has been any trouble 
in this matter, and that you were given the im- 
pression that we were negligent in our attention 
to your correspondence. The above explana- 
tion, however, will show that this is not the case, 
but, as a matter of fact, we have given your corre- 
spondence prompt attention. We hope that the 
door plate in question has been delivered to you 
by the factory by this time. If you have not re- 
ceived it, and will let usknow promptly onreceipt 
of this, we will make every effort to get imme- 
diate delivery for you. 

Yours very truly, 


Write the following letters, which have been 
dictated to you by the General Manager. 


(31) 
Mr. R. W. Eaton, Belvedere Hotel, Baltimore, 
Md. 


Dear Eaton: 

Your letter from Wilmington inclosing orders 
#217 to #224 inclusive, received. There will be 
no difficulty in filling any of these, except #219 
for Jordan & French of Baltimore. The price 
you have quoted in this order on #416 Hatchets ~ 
is lower than we can afford to sell them. As you 
know, the regular price on these is $4.75 a 
dozen. You have listed them at $3.75. I am 
sure this is simply an error in writing the order, 
and we shall bill these goods to Jordan & French 
at the regular price, $4.75, and see what hap- 
pens. Of course if you really quoted $3.75 we 
shall have to stand by your quotation, but will 
do so under protest; and are writing you that 
you may be careful not to make the same error 
again. 

We areinclosing herewith copy of letter we are 
sending Gunby & Co., and hope it will meet with 
your approval. 

We telegraphed you this morning, “‘Go to 
Cumberland. See Potomac Co. about new line 
knives.” We understand that this company is 
to make a change in the line of knives it carries, 
and you ought to be able to land a good order 


from them. 
Yours very truly, 


(32) 
Kelly Hardware Co., Williamsport, Pa. 


Gentlemen : 

Referring to your letter of the 12th instant we 
are pleased to advise you that we shipped the 
line of samples of Pocket Knives by express pre- 
paid yesterday. We trust the prices we have 
quoted will interest you. If you will look the 
goods over carefully and compare them with 
those of other manufacturers, we believe you will 
decide to favor us with your orders. 

Thanking you for the favor of submitting our 
line, and hoping to secure an order from you, we 
are 

Yours truly, 
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bility of putting in a stock of Yale Night Latches 
and Yale Padlocks, providing he can make us 
satisfactory quotations. 

Yours very truly, ; 


Make out and send the following bills: 


(16) 


Messrs. Howard & Price, Trenton, N. J. By 
Adams Express. Terms, Net 60 days, 2% 10 
days. Order #1283. 100 lbs Pure Putty at 
2f per lb; and 100 lbs White Alabastine, at 
10? less 40%. 


(17) 


The Watkins Hardware Co., Lancaster, Pa. 
By Adams Express. Terms, Net 30 days. 
Order #1284. 14 Dz Locks #395 at $6.88 per 
Dz, less 25/10/5%. 


(18) 


Messrs. Johnson & Johnson, Camden, N. J. 
By Freight. Terms, Net 30 days. Order #1285. 
1 bbl Raw Linseed Oil = 45!/s gals at 43? per gal, 
and 1 bbl Paint & Varnish Spirits = 511% gals at 
39%, 

(19) 


Messrs. Hicks Brothers, Harrisburg, Pa. By 
Freight. Terms, Net 60 days, 2% 10 days. 
Order #1286. 3 Cs #215 (50# in cs) Plumbers 
Candles = 150 lbs at 11% a lb. 

(cs. = case.) 
\ tis sometimes used for lbs.) 


(20) 


Take one of the carbon copies you made of the 
list of retail firms and rearrange these firms alpha- 
betically. Make one carbon copy. 


Write the following letter, which will be signed 
by the General Manager, to: 


Bennett & Farrell (21) 
Snyder Brothers (22) 

F. C. Kenyon (23) 
Russell K. Wise & Co. (24) 
Hunter & Chandler (25) 


Gentlemen : 

We note, in looking over your purchases, that 
we have not had the pleasure of entering an order ' 
for you since November of last year, and are 
wondering if your stock is not becoming low on 
some of the regular sizes of our Expansion Shields 
and Screw Anchors. 

We are now in the midst of an energetic 
advertising campaign, directed especially to con- 
sumers in the various building trades who should 
use our products, and we would urge that you 
replenish your stock to enable you to take care 
of the calls that will be made upon you. 

We would be glad to have a line from you as to 
whether or not we may hope to have an order 
from you in the near future. 

Thanking you for the valuable business with 
which you have favored us in the past, and 
awaiting receipt of your reply with much inter- 
est, we remain 

Yours very truly, 


Enter on Order Blanks the following orders, 
which were received in this mail, and send a 
postal card acknowledging receipt of each. Num- 
ber the first order 26, the others successively. 


(26) 
M. L. Murray & Son, 
Millersburg, Pa. 


2 #645 Reliable Gas Heaters 
1 #646 a4 ce 
1 #653 se we 


(27) 
Messrs. Atkins & Richards, 
Gettysburg, Pa. 


14 Dz Crown Tree Holders @ $6.00 
4 Dz #29 Express Wagons @13.50 


(28) 
Burnett, Patten & Co., 
York, Pa. 


1 Only Lock #138 
1 Only Escutcheon #2644 
1 Only Latch #356 
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In the facsimile bill on page 164, the use of dis- 
counts is shown. Discounts are common in the 
Hardware trade; that is, permanent price lists 
are published, and the discounts vary from time 
to time. 

For illustration ; if an article was billed at $10 
with discount of 75/10/5% the result would be 
gotten as follows: 
$10.00 

7.50 

2.50 

25 

2.25 

Le 


2.14 


The calculation is not usually made on the bill, 
but on a separate sheet of paper, and the net 
AMOUNT is placed on the bill. 

Read the sample bill over carefully and work 
out the discount so that you understand how the 
net amount given in the last column is obtained. 

In the other bills the information only is given. 
You are to make the extensions, write the bills, 
and submit them to the teacher for approval. 

IN WRITING THESE BILLS DO NOT USE ANY 
PUNCTUATION. 


Less 75% 
Less 10% 


Less 5% 


Make out and send the following bill: 


(12) 
Rankin K. Post & Co., Shamokin, Pa. By 
Adams Express. Terms, Net 30 days. Order 


#1282. 1 25-ft Pe 34’ 4 Ply Crown Garden 
Hose and 1 18-ft Pe 34’’ 4 Ply Crown Garden 
Hose = 43 ft, at 1514? per foot. 


Write the following letters, which have been 
dictated to you by the Treasurer, Mr. M. E. 
Tucker. 


(13) 


Messrs. Bacheller, McKee & Co., Waynesburg, 

Pa. 

Gentlemen : 

We are in receipt of your order for Axes sent 
in by our Mr. Turner. We are sorry to say we 
cannot fill this order, while your account is in 
its present unsatisfactory condition. We have 
written you repeatedly regarding your account, 
which, as you know, has been running since last 
December; and we have had no remittance or 


response to the letters we have sent you. The 
amount now due is $1027.50, and we must insist 
that you make a payment of at least $200 by the 
20th instant, or we shall be compelled to place 
the account in the hands of our attorney for 
collection. 

I am sure you will agree with us that we have 
been very lenient with you in this matter, but we 
have reached the point when further patience 
ceases to be a virtue, and we must insist upon 
a partial settlement. 

Yours very truly, 


(14) 


Mr. H. H. Turner, Logan House, Altoona, Pa. 
Dear Turner: Sussect: Bacheller, McKee Co. 

We have your order No. 180 X. Their ac- 
count is in such a deplorable condition, however, 
that we thought it would be better to hold the 
order for a few days to see if we could get a set- 
tlement. They have paid us nothing whatever 
on purchases for the last six months. 

They ignore our letters, return our drafts, and 
let the account run on. Now their rating is 
anything but pleasing, as they have “ eat 
one book and in the other book are rated as 
“Modest Capital,’ with the lowest grade of 
credit, showing that they are either exceedingly 
slow in settlement, or else very unsatisfactory, 
or both. 

At the present time they owe us about 
$1000 on open purchases running back to last 
December, and we do not feel they are entitled 
to any more credit. We have written them 
a pretty sharp letter. 

Yours very truly, 


Write the following letter, which has been dic- 
tated to you by the General Manager. 


(15) 


The Yale & Towne Mfg. Co., 9 Murray Street, 

New York City. 

Gentlemen : 

We wish to acknowledge receipt of your letter 
of the 10th instant. If you will have your repre- 
sentative call on us the next time he is in Phila- 
delphia, we would be glad to consider the possi- 
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tridges, and we trust it will be entirely satisfac- 
tory. 

We have been looking over records for the past 
month, and find that the amount of business 
sent in from your territory has been much less 
than usual, while your expense account has been 
considerably above your average. 

Please report at the office on Saturday morn- 
ing that we may talk over the matter, and oblige 

Yours very truly, 


Write the following letter, which is dictated 
to you by one of the salesmen, Mr. Harold Gra- 
ham. 


(7) 
Messrs. Scott, Barnes & Co., New Brunswick, 

Nid: 

Gentlemen : 

In response to your letter of the 13th instant 
regarding prices on our Cabinet Lock No. 395, 
we can quote you these at the list price, $7 per 
dozen, less 33/10/5%. 

Any locks which you desire made alike, all 


different, master keyed, or special length cylinder, 
we can furnish you at the list price less 20%. 
Hoping to be in receipt of your valued order, - 


we are 
Yours very truly, 


Send the following telegrams; make carbon 
copies on plain paper : 


(8) 
Mr. R. W. Eaton, Belvedere Hotel, Balti- 
more, Md. 
Go to Cumberland. See Potomac Co. about 
new line knives. 


(9) 
Colt’s Mfg. Co., Hartford, Conn. 
Express at once one dozen automatic revolvers 
same as before. 


(10) 


Write a letter confirming the last telegram. 
The letter will be signed by the General Manager. 


(11) 
Make out and send the following bill, first reading explanation at top of the following page. 
Branch O, 5 
ee STANDARD HARDWARE COMPANY 
DENVER 
CHICAGO MANUFACTURERS AND WHOLESALERS 


SAN FRANCISCO 


614 MARKET STREET - - - PHILADELPHIA, PA. 


SOLD TO Drake & Weston 
ADDRESS Atlantic City N J 


SHIP VIA Delivered 


DATE May 15 19 
ORDER No. 1281 


TERMS Cash 


1 | Only Latch R356 
1 | Dz Sash Fasts TR1830 
il te Minpherieey Iles 


Li -""B’C Hooks” ‘748° "6" 


eA As) Kells 1 02 
5 54 gr 46 
443 " 37 
1 98 
30 & 10% 1 26 
| 3 10 
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Norvell-Shapleigh Hardware Co., 
St. Louis, Mo. 

The Yale & Towne Mfg. Co., 

9 Murray St., New York City. 
Star Expansion Bolt Co., . 

147 Cedar St., New York City. 
P. & F. Corbin, New Britain, Conn. 
Robert H. Ingersoll & Bro., 

51 Maiden Lane, New York City. 


Make a stencil of the following letter, with 


our name and address at the top; run off thirty-. 


six copies on plain paper. Inclose a dated and 
addressed copy with each bill you send out and 
with each letter you write to a customer or 
prospective customer. Do not send copies in 
your letters to wholesalers, manufacturers, or our 
own salesmen. 

File one copy under ‘‘ Circular Letters” in your 
letter file. 

When inserting these letters in the envelopes, 
place them back of the personal communication, 
whether it be letter or bill, and fold the two 
together. 


(3) 

Our new building, which is being constructed 
especially for us at the corner of 6th and Com- 
merce Streets, will be ready for occupancy on or 
before September 1. 

There are certain lines of our stock which we 
have determined not to move to the new build- 
ing, and therefore we are offering these at very 
considerable reductions. Can you use any of the 
following ? 


Axes, 

Anvils, 

Trace Chains, 

Clipping Machines, 

Ice Cream Freezers, 

Hatchets, 

Sereen Doors, 

Lawn Mowers, 

Pliers, 

Coal or Dirt Shovels. 
Let us know your needs and we will make you 


special prices which we are sure will be of interest 
to you. 


Thanking you for your favors in the past, 
and hoping to be in receipt of your future orders, 


we are 
Yours very truly, 


Write the following letters, which have been 
dictated to you by the General Manager, Mr. 
Edward H. Robbins. 


(4) 
Robt. H. Ingersoll & Bro., 51 Maiden Lane, New 
York City. 
Gentlemen : 
Please ship us, by United States Express, the 
following watches : 


1 Doz. Yankee Nickel S. W. at 8.40 


iy “’ Welipsey eS Viet ee eae 
Yq “ Midget Oxidized “16.20 
yy “ Midget Nickel “ 15.60 
1; = awl obs e120 


We are greatly in need of these goods, and 
your prompt attention will be appreciated. 
Yours very truly, 


(5) 
Mr. H. P. Osborne, Bridgeton, N. J. 
Dear Sir : 

We are in receipt of a communication from our 
Mr. Helvey, advising us that the laws in your 
town have so changed that you find it necessary 
to ask for assistance in disposing of some blank 
cartridges, which we understand, through our 
Mr. Helvey, have been barred out of your town. 

We can assure you that it is always a pleasure 
to help our customers in matters of this kind; 
and if the cartridges in question are in first-class 
condition, we shall be glad to have you return 
them. 

When shipping the goods, please notify us and 
send a copy of the original charge, that your 
account may be properly adjusted. 

Soliciting your further favors, we are 

Yours very truly, 


(6) 
Mr. J. M. Helvey, National Hotel, Newark, N. J. 
Dear Helvey : 
We are inclosing you copy of a letter which we 
have written to Mr. Osborne about the car- 
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The following is a list of the retail firms deal- 
ing with us. These are to be arranged geo- 
graphically, that is, first by states, then alpha- 
betically by cities, which should be written in 
the left-hand column, with the name of the firm 


in the right. 


Make an original and two carbon copies of 


this list on plain paper, double spaced. 


(1) 
Howard & Price, 
The Hicks Brothers, 
Johnson & Johnson, 
Rankin K. Post & Co., 
T. C. Waterbury, 


Watkins Hardware Co., 


Drake & Weston, 
Lansing & Thorpe, 
Jordan & French, 
Wallace & Smith, 
Dyer, Smith & Cutter, 
Miner, Lyttle & Co., 
Haskell, Tobey & Co., 
Bennett & Farrall, 
Russell K. Wise & Co., 
Kelly Hardware Co., 


Trenton, N. J. 
Harrisburg, Pa. 
Camden, N. J. 
Shamokin, Pa. 
Beaver Falls, Pa. 
Lancaster, Pa. 
Atlantic City, N. J. 
Dover, Del. 
Baltimore, Md. 
Wilmington, Del. 
Chester, Pa. 
Allentown, Pa. 
Altoona, Pa. 
Wilkes-Barre, Pa. 
Scranton, Pa. 
Williamsport, Pa. 


Morrison, Fisher & Co., Newark, N. J. 


Louis Randall, 
Cooke, Starritt & Co., 
Hunter & Chandler, 


Altoona, Pa. 
Newark, N. J. 
Millville, N. J. 


Churchill Hardware Co., Lebanon, Pa. 


King & Sibley, 

F. C. Kenyon, 

H. P. Osborne, 
Frederick E. Carter, 
Gunby & Co., 
Thompson & Fletcher, 
Trimmer & Giddings, 


Slack, Mumford & Co., 


Johnstown, Pa. 
Philadelphia, Pa. 
Bridgeton, N. J. 
Cumberland, Md. 
Hagerstown, Md. 
Martinsburg, W. Va. 
Milford, Del. 
Annapolis, Md. 


Beverley, Hawkes & Co.,West Chester, Pa. 


Ayres & Hunter, 
Scott, Barnes & Co., 
Barker Hardware Co., 
Reese Hardware Co., 
Snyder Brothers, 


Norristown, Pa. 


New Brunswick, N. J. 


Easton, Pa. 
Doylestown, Pa. 
McKeesport, Pa. 


Thomas R. Jones & Son, South Bethlehem, Pa. 


T. F. Bailey, 

M. L. Murray & Son, 

Mackey, Curry «& Co., 

The Pease Hardware 
Mfg. Co., 


Huntington, Pa. 
Millersburg, Pa. 
Frederick, Md. 


Salisbury, Md. 


Tucker, Mayberry & Co., Milford, Del. 


Atkins & Richards, 


Gettysburg, Pa. 


Mitchell, Walker & Co., Chambersburg, Pa. 


Burnett, Patten & Co., 


Wilkinson, Weeks & Co., 
Bacheller, McKee & Co., 


York, Pa. 
Bedford, Pa. 
Waynesburg, Pa. 


The following is a list of the wholesale con- 


cerns with whom we deal. 


Make a list of these 


on cards, arranged as on the sample given below, 


and file alphabetically. 


(2) 


WHOLESALE DEALERS 


City... Heading 
State Pennsylvania 
Reading Hardware Co., Reading, Pa. 


Enterprise Mfg. Co., 
Sargent & Co., 
H. H. Mayhew & Co., 


Philadelphia, Pa. 
New Haven, Conn. 
Shelburne Falls, Mass. 


The Taylor & Boggis Foundry Co., 


EK. C. Atkins & Co., Inc., 


Henry Disston & Sons, 


Cleveland, Ohio. 
Indianapolis, Ind. 
Philadelphia, Pa. 


The White Mtn. Freezer Co., 


Nashua, N. H. 


Gray & Dudley Hardware Co., 


National Mfg. Co., 
Simonds Mfg. Co., 
Supplee Hardware Co., 


Nashville, Tenn. 
Sterling, Ill. 

Fitchburg, Mass. 
Philadelphia, Pa. 


Philadelphia Lawn Mower Co., 


Philadelphia, Pa. 


The Bridgeport Hardware Mfg. Corporation, 


The H. C. Cook Co., 
Novelty Iron Works, 
Colt’s Mfg. Co., 


Bridgeport, Conn. 
Ansonia, Conn. 
Sterling, III. 
Hartford, Conn. 


Girard Wrench Mfg. Co., Girard, Pa. 


Arcade Mfg. Co., 


Freeport, IIl. 


Quality Stove & Range Co., 
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A DAY’S WORK 


In the following pages A Day’s Work for a Typewriter Operator is given. It includes the writing 
of letters, circular letters, telegrams, bills, order blanks, and cards; as well as making out lists of 
names arranged alphabetically and geographically, filing, and indexing ; and represents a fair day’s 
work of seven hours for an average operator. 


The name which has been selected for the firm with which you are employed is Standard Hardware 
Co., and the address is 614 Market Street, Philadelphia. This name is, of course, fictitious, as are 
the names of the retail dealers. The names and addresses of the wholesale dealers, however, repre- 
sent actual firms. 


All letters are to be copied in a letter copying book, which is afterwards to be indexed, or carbon 
copies are to be made and filed in a loose leaf file. ~ 


Envelopes should be written for each letter and bill. The top of the letter or bill should be in- 
serted under the flap of the envelope (envelope and letter both face up), and handed to the teacher for 
approval. . After approval, the letter or bill should be properly folded and placed in the envelope 
ready for mailing. 


When inclosures are to be made, the fact should be noted on the lower left-hand corner of the 
letter. It is also customary to place the initials of the dictator and stenographer in the same corner. 


Place on each paper you write, immediately below the date line, the number given in paren- 
theses in the instructions. On envelopes place the number in the upper right-hand corner. 


Sign the name of your firm in capital letters at the bottom of each letter. Leave two double 
spaces after the typewritten signature and then write “General Manager” or “Treasurer” in small 
letters; or place ‘‘per” or “by” on the line immediately below the typewritten signature for the 
initials of the party dictating, if neither the General Manager nor the Treasurer dictated the letter. 


During the Day’s Work an eraser may be used, as it would be in a business office. 


No extra letter heads or bill heads are furnished, so you will need to be very careful to waste 
none. 


Date all letters, bills, telegrams, etc., Philadelphia, May 15. 


Nore To Teacuer: Instruct the students either to make carbon copies of all letters or have a letter copying book in 
which they may make copies of the letters. If a letter book is used, the Day’s Work should not be considered complete 
until the book has been indexed. 

If carbon copies of the letters are made, give the student a loose leaf file (these may be obtained as low as 35%) and have 
all copies of the letters filed, before accepting the work as complete. 

Permit the use of an eraser, but do not accept any work which you would not be willing to send out if you were an 
employer. 

The student’s initials should be placed on each letter, bill, envelope, etc., for purposes of identification. 

Have the student place the number given in the instructions on each sheet of paper, immediately below the date 
line; and on the upper right-hand corner of each envelope. 

Instruct the students, when making the stencil, to leave space for the date line, address, and salutation, These 
should be afterward inserted with the typewriter on each letter. 

In addition to the forms furnished in the pad, the following material will be necessary : 

100 sheets typewriting paper (providing carbon copies are made, otherwise 50 sheets), ’ 
40 envelopes, 
2 sheets carbon paper. 
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No. 25 


(The following is taken from the same matter 
as Test No. 6.) 

Practice until you can write 340 words in five 
minutes, or at the rate of 68 words per minute, net. 


He said that most large game, deer, caribou, 
moose, bear, when started by the hunter and not 
much scared, were sure to stop and look back 
before disappearing from sight ; he usually waited 
for this last and best chance to fire. He told us 
of a huge bear he had seen one morning while still 
hunting foxes in the fields ; the bear saw him, and 
got into the woods before he could get a good 
shot. In her course some distance up the moun- 
tain was a bald, open spot, and he felt sure when 
she crossed this spot she would pause and look 
behind her ; and sure enough, like Lot’s wife, her 
curiosity got the better of her; she stopped to 
have a final look, and her travels ended there and 
then. 

Uncle Nathan had trapped and shot a great 
many bears, and some of his experiences revealed 
an unusual degree of sagacity in this animal. 


One April, when the weather began to get warm 
and thawy, an old bear left her den in the rocks 
and built a large, warm nest of grass, leaves, and 
the bark of the white cedar, under a tall balsam 
fir that stood in a low, sunny, open place amid 
the mountains. Hither she conducted her two 
cubs, and the family began life in what might be 
called their spring residence. The tree above 
them was for shelter, and for refuge for the cubs 
in case danger approached, as it soon did in the 
form of Uncle Nathan. He happened that way 
soon after the bear had moved. Seeing her 
track in the snow, he concluded to follow it. 
When the bear had passed, the snow had been 
soft and sposhy, and she had “‘slumped,’ he 
said, several inches. It was now hard and 
slippery. As he neared the tree the track turned 
and doubled, and tacked this way and that, and 
led through the worst brush and brambles to be 
found. This was a shrewd thought of the old 
bear; she could thus/hear her enemy: coming a 
long time before he drew very near. When 
Uncle Nathan finally reached the nest, he found 
it empty, but still warm. 
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No. 23 


(The following is taken from the copy used in 
the New York City Championship Contest held 
in Brooklyn, April, 1911, and which was won 
at the net speed of 101 ‘words per minute for 
fifteen minutes.) 

Practice until you can write 288 words in four 
minutes, or at the rate of 72 words per minute, 
net. 


The best tool for breaking the ground is a 
spading fork. When you are ready to spade, 
stand inside your plot facing one edge and havy- 
ing another edge close at your left side, so that 
your spading will always be from left to right, 
as in writing. Put in your fork not more than 
ten or twelve inches from the edge, according 
to your strength and the size of your fork. Press 
it into the ground with your foot as straight and 
as far as youcan. When you try to lift the soil, 
if it comes hard, move your fork back and forth, 
break the ground a little, give another push, 
break again. You must finally lift up the forkful 
of soil, turn it over, and break up the lumps with 
the tines of your fork. Do not pack your soil. 
Keep it light and break it up as much as you 
can. When you throw the soil back in its place, 
leave a slight trench just where you put your fork 
in so that you can see when you take the next 
row just how far back you spaded. Do not 
leave an inch of ground unspaded. 

Raking is the next process. Rake hard and 
deep, back and forth, to break up the lumps and 
shape your garden. When finished, a garden 
bed should be level on top and not more than a 
few inches higher than the ground around it. 
A bed that is sloping and trenched around, sheds 
the water like a roof, and is hard to care for 
and keep even. The only good reasons for ever 
making a bed up high are to get a greater depth 
of fine soil and good/drainage in lowland. Now 
that your garden bed is made and your paths put 
in order, you are ready to do your first planting. 


FIVE-MINUTE TESTS 


No. 24 4 


Practice until you can write 330 words in five 
minutes, or at the rate of 66 words per minute, 
net. 


This is a world of getting and giving, and its 
rules apply even in the sacred relation of friend- 
ship. A man should choose no friend that can 
neither teach nor learn. There isso much to be 
done that we must be miserly of time and energy, 
yet those are elements that every friendship 
requires, and it therefore behooves you to choose 
for friends only those whom you can better, or 
who can better you. 

Are youa salesman? You do not waste your 
working force on those who you know will not 
buy. Are youa physician oralawyer? Youdo 
not welcome in office hours one that does not 
come to consult your special knowledge. And, 
as you are a human being with human sympathy 
and the need of human sympathy, you cannot 
afford to open your heart to him who brings 
nothing or takes nothing away. There are too 
many others whom you need, too many others 
who need you. 

It matters not whether a friend gives or takes. 
I have one friend who all my life has poured out 
his love to me and to whom I have returned 
nothing; yet, as I am the stronger for his gift, 
so he is the stronger for his giving. I have 
helped him and he me, but no man can aay who 
neither gives nor receives. 

If you associate with those who are small of 
soul, your own soul will never expand. But if 
you turn to souls larger than your own, your own 
will grow and widen. And if you seek those to 
whom you may give, your capacity to help will 
increase with every helpful act. 

Choose, then, above all, friends that you can 
help. The power to give love is above all other 
principalities and powers. Wealth and fame 
cannot lighten that darkness which is somewhere 
lurking in every life. Philosophy and even re- 
ligion never wholly console us for those losses 
which we so/well hide that none may dream how 
completely we are dominated by them. 
ReeinaLtp Wricut KAUFFMAN. 
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No. 21 


(The following is taken from the same matter 
as Test No. 1.) 

Practice this until you can write 245 words in 
four minutes, or at the rate of 61 words per 
minute, net. 


Imagine yourself a spectator, standing im- 
movable in space. A luminous body appears in 
the distance; little by little you see it approach 
and increase in size; its immense circumference, 
which exceeds a hundred thousand leazues, is in 
rapid rotation, which makes each point on its 
periphery travel through nine miles a second. 
The globe itself passes before you, carried 
through space with a velocity twenty-four times 
greater than that of a cannon ball. In such a 
way Jupiter would appear to you traveling in its 
orbit. This headlong course would banish it 
forever to the most remote regions of the visible 
universe, if it were not subdued and held by the 
powerful attraction of a globe a thousand times 
larger than its own — by the sun himself. Not 
only does astronomy show, by undeniable proofs, 
the reality of these marvelous movements — 


not only has she arrived at the knowledge of - 


their invariable constancy, at least during thou- 
sands of centuries; but she has found in their 
very rapidity the cause of the stability of all the 
celestial bodies. 

If there is difficulty in imagining such masses 
freely circulating in the ether, how much more 
are we impressed when we consider that these 
rapid movements are not confined to the plan- 
ets; and when we look upon the sun with all 
his retinue as moving in an orbit yet unknown, 
himself attracted no doubt by a more powerful 
sun, or by a group of suns! All the/stars, which 
by reason of their infinite distances appear im- 
movable, move in different directions; and we 
shall see later, that if these movements are per- 
formed with extreme slowness, the slowness is 
apparent only. 


No. 22 


(The following is taken from the same matter 
as Test No. 18.) ; 

Practice until you can write 264 words in four 
minutes, or at the rate of 66 words per minute, 
net. 


All letters were signed by the head of the firm, 
and to say the least these signatures were pic- 
turesque. I have occasion to remember this, 
for it was once my duty to read the corre- 
spondence of a large banking house in Europe. 
Generally, perhaps always, the letters were in 
the hand of the corresponding clerk, but they 
were always signed by the lord high functionary, 
and he evidently took delight in making a 
combination of marks that could have been read 
in any language and would have been equally 
translatable in any. The name was Rothschild, 
and the first sample which came to my hand 
puzzled me so much that I submitted it to the 
whole office force for translation without suc- 
cess. Finally I was able to locate it by going 
through the letter file and finding another letter 
with the same scrawl at the end, which some one 
had been fortunate enough to guess at and to file 
in its proper place. I would like to describe that 
signature. I go fishing, sometimes, and some- 
times, also, I find my line tangled in the leafless 
branches of an adjacent tree and am obliged 
to cut off that branch in order to save my tackle. 
That signature looked, for all the world, like 
that combined line and branch, and how the 
writer of it could manage to duplicate it once ina 
hundred times passes my comprehension, but he 
did it, and it was always as like the last as one pea 
is like another. I suppose he prided himself 
upon his accomplishment; he had/reason to do 
soatanyrate. It was the worst sample of a sig- 
nature that I have met with, but I would like to 
see it on a good-sized check payable to my order 
— it would not look out of place to me, then, I 
suppose. 
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the leaving of some fast-sailing packet was sure 
to be a busy one for the corresponding clerk of 
any establishment. Letters were carried by 
weight, and for that reason were written on the 
thinnest possible kind of paper, and then copied 
into a book in longhand in order that a record of 
the correspondence might be kept. Here was an 


opportunity for errors to creep in, and I have no- 


doubt that they often made/themselves mani- 
fest, but the copying clerk had one advantage 
on his side; it took a long time for the letter to 
reach its destination, and it took a long time for 
the reply to come back, and so when an error 
was discovered it had become ancient history, as 
it were, and the delinquent probably made the 
most.of that point in his favor. 


No. 19 


(The following is taken from the same matter 
as Test No. 13.) 

Practice until you can write 209 words in 
three minutes, or at the rate of 70 words per 
minute, net. 


If I looked at jails and crimes and prisoners 
in the way the ordinary person does, I should 
not speak on this subject to you. The reason 
I talk to you on the question of crime, its cause 
and cure, is because I really do not in the least 
believe in crime. There is no such thing as a 
crime as the word is generally understood. I do 
not believe there is any sort of distinction be- 
tween the real moral condition of the people in 
and out of jail. One is just as good as the other. 
The people here can no more help being here 
than the people outside can avoid being outside. 
I do not believe that people are in jail because 
they deserve to be. They are in jail simply be- 
cause they cannot avoid it on account of cir- 
cumstances which are entirely beyond their 
control and for which they are in no way re- 
sponsible. 

I suppose a great many people on the outside 
would say I was doing you harm if they should 
hear what I say to you this afternoon, but you 
cannot be hurt a great deal anyway, so it will 
not matter. Good people outside would say 
that I was really teaching you/things that were 
calculated to injure society, but it’s worth while 


now and then to hear something different from 
what you ordinarily get from preachers and the 
like. 


FOUR-MINUTE TESTS 
No. 20 


Practice the following until you can write 229 
words in four minutes, or at the rate of 57 words 
per minute, net. 


The state of idleness into which the stock mar- 
ket fell to-day was attributed to the excitement 
of the aéroplane flight, a large part of the popu- 
lation of the financial district flocking to the 
roofs of the skyscrapers to watch for the aviator. 
The condition, which became acute at that time, 
however, was only an accentuation of the tend- 
ency manifest from the outset. This falling 
off in activity proved to the advantage of value, 
the withdrawal of orders being apparently from 
the selling side of the market. The evidence thus 
afforded of a subsidieney in the pressure of 
liquidation with which last week closed, warned 
the bears not to press their operations. Ac- 
cordingly, after a preliminary test, under which 
prices yielded only moderately, they bought to 
cover short contracts. 

The reports of the borrowing of large amounts 
of stocks lent credit to the supposition that the 
short interest was becoming unwieldy and the 
market oversold. London prices for Americans 
were at advances over Saturday, but the open 
market here ignored that influence at first and 
London was accredited with little part in the 
day’s strength. Other foreign centers were 
affected by the poor condition of the American 
copper stocks, and depressed copper mining 
stocks. This was notably the case in Paris. 
The London price of copper fell sharply, also ; 
Amalgamated Copper, however, after a momen- 
tary response, came into the general/upward 
movement. There was a substantial absorp- 
tion, at the same time, of United States Steel, in 
spite of reports that the market for finished steel 
products was beginning to show signs of the same 
kind of oversupply that has weighed on the iron 
market. 
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No. 16 


(The following is taken from the same matter 
as Test No. 10.) 

Practice until you can write 180 words in three 
minutes, or at the rate of 60 words per minute, 
net. 


It was a good school, and the Judge was an apt 
scholar at this, as at every other study. He was 
forced to become acquainted with financial 
management on a large scale, and in his efforts 
to restore the property and save it for its owners 
it became necessary that he should learn the 
details of the business. Multifarious interests 
were at stake, receivers were constantly report- 
ing to the court on a variety of industrial issues, 
labor unions sought the protection of the judi- 
ciary, and the court became an industrial and 
commercial clearing house, the Judge being called 
upon to exercise something vastly greater than 
mere judicial functions. It was the location of 
the court, embracing states both north and south 
of the boundary line between the two sections, 
and the peculiarity of the time of great commer- 
cial depression, which combined to bring out the 
executive capacity of Judge Taft and to prevent 
his becoming a mere bundle of law and a dealer 
in profound abstractions. Many a public 
man has trained himself to endure a period of in- 
cessant campaigning/which would break down a 
prize fighter, and yet he finds himself unable to 
endure the severe strain of continuous executive 
work. 


No. 17 


(The following is taken from ‘“‘Classical Stud- 
ies for Men of Affairs,” which was used in the 
International Championship Contest held at 
New York, October, 1907. The contest was 
won at the rate of 87 words per minute, net, for 
one hour.) 

Practice until you can write 192 words in 
three minutes, or at the rate of 64 words per 
minute, net. 


The purpose of education, as I conceive it, is 
to make youth conscious of its vast heritage, and 
to train its powers so as most effectually to appro- 


priate and use its endowment. It is well con- 
stantly to hark back to foundation principles. 
What are we trying to do in all the process of 
education from the time we start with the school- 
boy, “creeping like snail unwillingly to school,” 
till the university sends him forth, diploma in 
hand, to take his place in the ranks of active 
endeavor? We wish as thoroughly and as 
quickly as possible to bring him into harmony 
with his intellectual surroundings, to raise 
him to the present average of the intelligence 
of the race, nay, in the university courses, to 
lift him above the average so that he may hope 
to be, may be fitted to be, a leader, not a follower 
in the race; a man that has learned through the 
mastery of his own powers and inclinations, 
through the discipline of his own nature, through 
long association with the best that the world 
has thought and wrought, to have some adequate 
conception of life; who has/come to “‘see life 
steadily and see it whole,” or if not quite that, 
who has had formed in him some desire and as- 
piration to attain that high and worthy power. 


No. 18 


(The following is taken from ‘‘A Few Facts 
and Some Fancies,”’ which was used in the Inter- 
national Championship Contest held at New 
York, October 27, 1910. The contest was won 
at the net speed of 109 words per minute for one 
hour.) 

Practice until you can write 197 words in 
three minutes, or at the rate of 66 words per 
minute, net. 


Looking back for a hundred years in our own 
country, we find that at that time business corre- 
spondence was a serious part of the routine of a 
commercial concern. The work was generally 
done by the head of the house, and then copied 
by some clerk whose penmanship was superior 
to that of any of his fellows. Some houses had 
what they called a corresponding clerk who held 
a definite position as such and whose duty it 
was to attend to the letter writing of the concern. 
This was a responsible position and resembled, 
to some extent, that of the private secretary of 
to-day. The larger part of the mail came from 
and went to foreign countries, and the day be ore 
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No. 13 


Practice the following article until you can 
write 134 words in two minutes, or at the rate of 
67 words per minute, net. 


There are two classes of men in this world. 
One class is satisfied to let well enough alone. 
So long as they draw their wages every pay day, 
and it is sufficient to pay for board and washing, 
they are content. 

That is, they are content to stick in the rut, 
but they never neglect an opportunity to howl 
about the downtrodden workingman and how 
hard it is for a poor man without a pull to get 
along. 

The other class is made up of men with good 
healthy blood in their veins, and an ambition to 
do things. 

They are never content to drift, but are al- 
ways on the lookout for something better, and 
when the opportunity comes, start in business 
for themselves. 

The man who does things and does them better 
than/the other fellow did is the man who suc- 
ceeds. 

Now the question is, in which class do you 
belong ?—H. V. Watson in “ Office Appliances.” 


No. 14 


(The following article is taken from ‘‘Crime 
and Criminals,”’ which was used in the Blindfold 
Dictation Championship Contest, Chicago, 
March, 1907. The contest was won at the net 
speed of 87 words per minute for one hour.) 

Practice until you can write 140 words in two 
minutes, or at the rate of 70 words per minute, 
net. 


When I ride on the street cars, I am held up— 
I pay five cents for a ride that is worth two and a 
half cents, simply because a body of men have 
bribed the city council and the legislature, so 
that all the rest of us have to pay tribute to them. 

If I do not want to fall into the clutches of the 
gas trust and choose to burn oil instead of gas, 
then good Mr. Rockefeller holds me up, and he 
uses a certain portion of his money to build 


universities and support churches which are 
engaged in telling us how to be good. 

Some of you are here for obtaining property 
under false pretenses — yet I pick up a great 
Sunday paper and read the advertisements of a 
merchant prince — ‘‘Shirtwaists for 39 cents, 
marked down/from $3.00.’ When I read the 
advertisements in the paper, I see they are all 
lies. 


THREE-MINUTE TESTS 


No. 15 


(The following is taken from the same matter 


as Test No. 11.) 

Practice until you can write 172 words in 
three minutes, or at the rate of 57 words per ~ 
minute, net. 


At a small village in Yorkshire I found an 
endowment of nearly $5000 a year carefully ad- 
ministered in precise accordance with the will of 
the founder, who two hundred years ago had 
enjoined his executors to see that the letter R, 
the initial of his own name, should be conspicu- 
ously embroidered on the dress of all the recipi- 
ents of his bounty. His injunctions were still 
obeyed. Three old men, three old women, and 
twelve boys walked about the village thus deco- 
rated, in pious remembrance of their venerated 
founder, and on his birthday listened annually 
to a sermon extolling his merits. In all these, 
and hundreds of similar cases, endowments 
characterized from the first by vanity, by want 
of true foresight, and by their tendency to ag- 
gravate the very evils they profess to remedy, 
have been permitted to survive whatever of 
usefulness they originally possessed. ‘‘ Eripitur 
persona, manet re.” The property remains, the 
shortsighted regulations of a past century con- 
tinue in force; but the intelligent direction, the 
spirit of genuine philanthropy which would/ 
probably have modified these regulations, has 
disappeared, and the men of this generation are 
half reluctant, half unable to find an effective 
substitute for it. 
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No. 10 


(The following article is taken from “Taft’s 
Training for the Presidency,” which was used 
for copy in the American Championship Con- 
test held at Providence, April 10, 1909. The 
contest was won at the net speed of 87 words 
per minute for an hour.) 

Practice until you can write 120 words in two 
minutes, or at the rate of 60 words per minute, 
net. 


Endowed by nature with great strength and 
extraordinary capacity for physical endurance, 
and pushed to the limit of studious application 
by astern but wise father, William Howard Taft 
was forced to become the best possible exem- 
plification of the old Yale ideal of the sound mind 
in the sound body. This is important as bear- 
ing upon the claim of this man upon the presi- 
dency. The habit of studious application, the 
physical endurance, and the ability to blend 
the two things, have followed the career of* this 
man from his college days up to the present 
time. It is a combination rarely seen in public 
life. The biggest and the cleverest men are 
frequently irritable, dyspeptic, and pessimistic. 
They are apt/ to see the hole instead of the 
doughnut, and the greatest orators have gener- 
ally been the least inclined to prolonged physical 
exertion. 


No. 11 


(The following article is taken from ‘‘Endow- 
ments,’ which was used in the copying test of 
the American Championship Contest held at 
Philadelphia, Pa., April 18, 1908. This was 
won at the rate of 99 words per minute, net, for 
twenty-five minutes.) 

Practice until you can write 124 words in two 
minutas, or at the rate of 62 words per minute, 
net. 


Early in the eighteenth century there lived 
in Bristol one Edward Colston, who, at his death, 
made large bequests to his native city. To this 
day his memory is revered by the citizens, and 
pious orgies in his honor are annually celebrated 
on his birthday. Among other good works he 
founded a hospital school. He was a _ very 


zealous member of the Established Church, and 

he was determined that his new foundation 

should subserve the interests of that body. In 

his deed he not only gave orders respecting the 

learning of the Catechism and the diligent at- 

tendance of the children at church twice on every 

Sunday and saints’ days, but further ordained 
that the apprentice fee to be given to a boy on 

leaving/school should be paid only if the master - 
to whom he was bound was in all respects con- 

formable to the Established Church. 


No. 12 


(The following article is taken from the matter 
used as copy in the Amateur Contest held at 
New York, October 25, 1910, and which was 
won at the net speed of 94 words per minute for 
thirty minutes.) 

Practice until you can write 130 words in two 
minutes, or at the rate of 65 words per minute, 
net. 


There is an office for every man and a man 
for every office. One builds a ship, another 
turns a spool; one paints a Madonna, another 
decorates a toy; one attends a king, another 
grooms a horse; one sends a ship to the Indies, 
another gleans the offal of the streets ; one writes 
a book, another places it in type; one conducts a 
railroad train over a hundred miles, another 
trundles a barrow up and down a plank. Mil- 
lions live among the whirl of spindles and the 
clash of looms, and other millions ply the needles 
that fashion their fabrics. On fields of cotton and 
fields of corn, on farms and plantations, in work- 
shops and mills, on the water and on the land, 
everywhere, men and women are at work./ The 
brain and nerve and muscle of the world expend 
their energy, day after day, in tidal sweeps 
through every artery of industry, and thus the 
world’s great heart throbs and throbs, and thus 
it will throb until its strings shall shiver in 
dissolution. 
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No. 6 


(The following article is taken from “‘A Taste 
of Maine Birch,” which was used for copy in 
the Amateur Championship Contest held at 
New York, October 20, 1908. This contest was 
won at the speed of 75 words per minute, net, 
for thirty minutes.) 

Practice this until you can write 69 words, net, 
in one minute. 


We were constantly on the lookout for the 
bears, but failed to see any. Yet a few days 
afterward, when two of our party returned here 
and encamped upon the mountain, they saw five 
during their stay, but failed to get a good shot. 
The rifle was in the wrong place each time. The 
man with the shotgun saw an old bear and two 
cubs lift themselves from behind/a rock and 
twist their noses around for his scent, and then 
shrink away. 


No. 7 


Practice the following article until you can 
write 72 words, net, in one minute. 


No matter what business you take up, if 
you want to succeed you must do what you have 
to do a little better than any one about you, so 
that the attention of your superiors will be at- 
tracted to you. Simply doing your duty will 
not do, for every one is expected to do his duty. 
You must do a little more than your duty. You 
cannot make people believe you are/interested 
in your work if you are not. —Cuarues M. 
ScHWAB. 


TWO-MINUTE ARTICLES 
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(The following article is taken from ‘The 
Advancement of the Shorthand Profession,” 
which was used in the dictation test of the 
American Championship Contest at Boston, 
April, 1907. The contest was won at the rate of 
67 words per minute, net, for twenty-five min- 
utes, from dictation.) 

Practice the following until you can write 
112 words in two minutes, or at the rate of 56 
words per minute, net. 


For all properly conducted shorthand schools 
and their teachers I have profound respect. They 
are performing a most useful and valuable work. 
By their patient, careful, and thorough training 
they are opening to their graduates avenues to 
remunerative and honorable employment which 
might otherwise remain forever closed; they are 
relieving the captains of industry, the leaders 
in every vocation, of much of their labor by fur- 
nishing them with valuable aids in the form 
of competent and reliable shorthand assistants ; 
and they are preparing worthy recruits to meet 
the ever increasing demand for expert shorthand 
service. There is no one within the sound of 
my voice who does not know of instances 
where/families in poverty have been raised to 
something almost approaching affluence by the 
efforts of capable young men and women who 
have been graduated from our shorthand schools 
and colleges. 


No. 9 


(The following is taken from the same matter 
as Test No. 2.) 

Practice this until you can write 116 words in 
two minutes, or at the rate of 58 words per 
minute, net. 


Theoretically a man of this kind, devoting his 
attention to promoting, would take up an at- 
tractive and meritorious enterprise, organize it 
with a reasonable capitalization and a well- 
devised plan of operation, reserve a substantial 
stock interest for himself and those associated 
with him in the enterprise, and sell enough of the 
remaining stock—as he could easily do—to 
provide ample capital for development ‘and op- 
eration. The financed enterprise would then be 
placed in the hands of competent managers, and 
while it was booming along the royal road to 
success, the promoter would take up and finance 
the next good enterprise in the same way. By 
repeating this performance he would with ease 
and rapidity/accumulate wealth far beyond the 
ordinary dreams of avarice, until accumulation 
itself became a weariness and he turned for 
relaxation and amusement to moral discourses 
and the founding of libraries. 
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ONE-MINUTE ARTICLES 


No. 1 


(The following article is taken from ‘“‘The 
Story of the Universe,” which was used for copy 
in the International Typewriting Contest held 
at New York, September 28, 1909. This contest 
was won at the rate of 95 words per minute, net, 
for one hour.) 

Practice the following article until you can 
write 55 words, net, in one minute. In this and 
all of the following speed articles only the net 
speed should be taken into consideration. 

As the microscope reveals the excessively 
minute, so does the telescope disclose the sub- 
limely great. In each case myriads of objects 
are submitted to our astonished view, but while 
the microscope brings before us creatures of 
which countless millions could swim about freely 
in a thimbleful of water, the telescope conducts 
our vision to uncounted/legions of stars, many 
of them millions of times larger than the earth. 


No. 2 


(The following article is taken from the matter 
which was used in the copying test of the 
American Championship Contest held at Bos- 
ton, April, 1907, and which was won at the net 
speed of 81 words per minute for twenty-five 
minutes. ) 

Practice this until you can write 59 words, net, 
in one minute. 

There are men who, so far as their personal 
part is concerned, are capable of carrying out 
this program to the letter. Indeed, some of the 
large exploration companies — which are really 
exploitation companies — are practically doing 
this very thing. The reason that it is not more 
frequently done is found mainly, if not entirely, 
in two facts — one,/that the promoter’s profits 
almost always depend upon the final commercial 
success of his enterprise, and the other, that it is 
almost impossible for him to find assistants who 
are capable of carrying on his enterprise to this 
required success. 


No. 3 


(The following article is taken from ‘The 
Rights and Wrongs of Ireland,” which was used 
as copy in the American Championship Contest 
held at Chicago, March, 1907. This contest 
was won at the net speed of 82 words per minute 
for one hour.) 


Practice this until you can write 62 words, net, 
in one minute. 


Forty years ago in the United States, there 
lived and died a man of iron will, of matchless 
courage, and of that strong conviction of which 
martyrs are always bred. This man looked at 
the great crime of African slavery, and although 
he found the institution supported and protected 
by the law, and by the church ; guarded by legis- 
lators, courts and governors,/ -— he yet believed 
that above all these, higher than any man-made 
statutes and precedents, written by the hand of 
the great Infinite upon the conscience of every 
human being, was a higher law, which denied 
the right of man to buy and sell his fellow man. 


No. 4 


Practice this article until you can write 64 
words, net, in one minute. 


I can confidently recommend to you the busi- 
ness career as one in which there is abundant 
room for the exercise of man’s highest power, 
and of every good quality in human’nature. I 
believe the career of the great merchant, or 
banker, or captain of industry to be favorable 
-0 the development of the powers of the mind, to 
the ripening of the judgment/upon a wide range 
of general subjects, to freedom from prejudice 
and the keeping of an open mind. — ANDREW 
CARNEGIE. 


No. 5 


(The following article is taken from ‘“‘ Recon- 
cilement of Cross Purposes in the Education of 
Women,” which was used for copy in the Con- 
necticut Championship Contest, held at New 
London, Conn., February, 1909. This contest 
was won at the rate of 56 words per minute, net, 
for thirty minutes.) 

Practice this until you can write 67 words, net. 
in one minute. 


It may not be the privilege of every woman to 
devote her life to children of her own; neverthe- 
less, in every woman who is truly prepared for 
her work in the world, the spirit of the mother is 
regnant ; — and the task which will most appeal 
to her will have in it generous caretaking for 
the lives of other children, whose weakness or 
ignorance or pain she/may visit with her strength 
and wisdom and healing. 
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Lesson XL — Speed Articles. 


This lesson consists of twenty-five articles, the majority of which are taken from matter which has 
been used in various typewriting contests of the past few years. 

Each article should be written repeatedly until the required rate of speed is attained, with accu- 
racy. The small diagonal line marks the number of words to be written in each case. A few addi- 
tional words have been provided for any student who may be able to go beyond the rate given in any of 
the one, two, three, four, or five minute tests. 

It is suggested that the student be timed at the first writing of each article; and not again until. 
it has been practiced from twenty-five to fifty times, as the case may require. If, at the second tim- 
ing, the required speed has not been attained, the student should again practice the article several 
times before retiming. 

IN NO CASE SHOULD ACCURACY BE SACRIFICED FOR SPEED. Perfect copies are preferable, but in 
order to encourage the student in this speed work, it is suggested that in calculating net speeds, 
errors be treated as in the official typewriting contests; that is, five words deducted from the total 
number of words written, for any of the following deviations from copy : 

Striking wrong letter. 
Improper spacing. 
Omission of words. 
Transposition of words or letters. 
Piling letters at end of line, or elsewhere. 
Failure to commence line at starting point. 
Deviation from copy in punctuation, paragraphing, capitalization, ete. 
Inclined margin, caused by improper insertion of paper. 
Faulty use of shift key. 
Undue margin at bottom of sheet. 
But one error shall be counted in any one word. 


All writing shall be double spaced. 


In all matter which is rewritten, the first writing only will be considered, the rewritten matter 
being penalized as one error. 
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SanranttaRer, Ae York 


Sees yt toad 0H? phyndtO# 4 


TERMS: 


GOODS ARE SOLD AT CASH RATES, ; 
AND PAYMENT REQUIRED EARLY Purchases, Month ending APRIL 29 1911 
PART OF FOLLOWING MONTH 


MR G A BROWN 


LILO Wao tines. 


NEW YORK 
1911 es a, Daur Total, |) SCneome 
RERTIN Oy lo HAT 3 50 
1 OVERCOAT 30 00 
1 PR GLOVES 1 75 
1 PR GLOVES 1 50.| 36 75 
8 | 1 PICTURE 3 75 
2 PICTURES 50 1 00 4 75 
15 | 1 PR SHOES 2 50 
1 SsvuIT 7 50 
3 PR HOSE 25 || 75 
1 PR GLOVES 100 / 11 75 
19 | 1 DINNER SET/114 PCS/ 70 00 
| 1 DZ SHERBET GLASSES 5 00 | 75 00 
20 | 1 PEDESTAL 27 50 
24 1 PR SHOES 3 00 
ees 5 50 8 50 
* | 136 75 | 27 50 
| 27 50 
| 109 25 
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GASOLINE & OIL RECORDS 


Date 


Gas. 


Cyl. Oil 


Lub. Oil 


45 


HENNING’S AUTO GARAGE 


COR. NORTH THIRD AND SIDNEY AVENUES, 


MouNT VERNON, N. Y., 


Frank H Johnston 


155 Chester Ave 


September 1910 


Date D#SCRIPTION Debits Credits 
5 1 Non Skid Tire 45 00 
Repairs to Carb 4 50 
10 New Dayton Muffler 6 00 
15 Cleaning and Charging Lamps 3, 50 
20 New Set Gears 13 25 
25 New Brake Shoe 4 00 
30 1 New Republic Tire 55 00 
1 Four Pipe Horn 25 00 

1 Non Skid Tire 45 00 
45 Gals Gasoline SELO 
2 "" Cylinder 011 1Lb0 
3 " Lubricating Oil 1 80 
167 65 
45 00 
122 65 
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"AIX Nossary 


LUTHER BROTHERS COMPANY 


MILWAUKEE, WIS. 


MANUFACTURERS OF FEB 24 1910 
HAND AND FOOT POWER TOOL GRINDERS SOLD TO HALL BROS . 
SHIP TO TOWN JACKSONVILLE 
TOWN STATE STATE ILL 
Vin OPM. OS. PP RR TERMS 
ecm | DESCRIPTION OF ARTICLES " aick el eogeae 
12 1 BEST MADE GRINDERS 4 50 54 | 00 
6 n MECHANICS SPECIAL GRINDERS 8 00 48/00 
6 1 LUTHERS FARM SPECIALS 8 00 | 48/00 
6 4 FIRE FLY GRINDERS 200] 12|00 | 162|00 
EXCELSIOR LAUNDRY 
DELIVERY SHEET 
DRIVER NO. 123 
DATE DEC 5 10 
; we, re = NAM es a : ADDRESS MARK CASH ; CHARGE 
1 JOHN WILLIAMS SMITH ST X12 2|45 
i JAMES RYAN CORTLANDT ST X28 6|78 
2 WILBUR HADLEY ESSEX ST 569 1/67 
2 | FRANK H JONES WORTH ST A283 5/98 
2 JOSEPH NEWMAN HUMBOLDT ST Z67 98 
3 JAMES CLARK RUSSELL ST A45 2|44 
4 | CH RILEY MONITOR ST v62 3/45. ae 
15/33 8/42 
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INTERNATIONAL BEDDING CO. 


337 AND 339 NORTH STREET. 


INVOICE No 567 


SOLD To Union Store Co 


555 West St City 


SHIP VIA Jocal Ex 


BALTIMORE, MD., Oct 12 1909 


SALESMAN Harris 


5 Full Size Mattresses 2 Pe 10 OO 50 OO 

5 3/4" " " 8 00 | 40 00 

5 Single " " 5 00 | 25 00 | 115 00 

> fll, CUE Ui JUNE 1910 

S R JOHN DOE BO Naaw 

1 32466 MUTUAL JUNE 1 13] 28 5.000, 4 500) a22e50: 
3 34575 METROPOLITAN 3 TSe 2s5 7 000 | 8.7511 2626 
6 56789 N Y LIFE 6° 1 ies 3 000 | 550] 16 50 
8 76643 AETNA 8 12] 56 1 000 1) 7 00 7 00 
9 98765 QUEENS 9 11| 76 2 000 | 8 50 7 50 
10 98765 EQUITABLE 10, 76 8 000] 175] 14 00 
12 96578 PRUDENTIAL sae we Os 9 000] 225] 20 25 
28 98723 HANCOCK 28 12] 40 6 000'| 5 00m 180G0 

132 00 
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SALESMAN Morse 


DATE OF DELIVERY 


INVOICE 


Denver, Colo. Sept 15 


Name Henry G Brown 


Address 236 Main St 


The Spengel Company 


The Big White Furniture Store 
SIXTEENTH AND LAWRENCE STREETS 


1909 


. Deliver At Once Due Date Sept 50 
oak x0, COLOR : DESCRIPTION “OF ARTICLES PRICE TOTAL 
2 | 12384 Oak Sideboards 25 00 50 00 

ool iLr Blue Mattresses 10 OO 20 00 

a5 666 Gold Dinner Set 65 0O 

1 | 6565 Kitchen Outfit #6 15 00 

150 00 


Order No. 24805 
Salesman H D B 
Salesman’s No. 
Entered 


To be Shipped Sept 15 " 


SOLD TO Jones & Doe 


INVOICE 


MARIETTA KNITTING CO., 


MANUFACTURERS 


262b 


July 6 '09 Wa taAned HALF HOSE. 


MARIETTA, GA. 


B/L ls enclosed. 


Invoice No. 18603 


Date Sept 15 


Folio 


‘09 


via S P Prepaid 


B/L No. 


4521 


Take care of It. 


The Terms are counted from above date. 


Berkeley, Calif. 


Terms: 30 Ex. Zz 10 EME or net 30. f. o. b. 


Anticipation only at 6% per annum. 
Report any claim promptly. 


i “ SIZES 

-CASE NO. STOCK NO. COLOR DOZ. PRICE AMOUNT TOTAL 
cnet <: ; er 10 10% 11 11% 

207283 200 Black 60 5 Moye re) || Akay || te ik AK@) 66 OO 

20724 210 Tan 60 Bo Oe Om eelo Ly iy ae Ao, 66 OO 

20725 600 Black 60 6 ales || XO | ARS Cail Ome OOOO 2387 00 
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ALL ORDERS SUBJECT TO STRIKES, FIRE, ACCIDENTS AND OTHER CAUSES BEYOND OUR CONTROL 
ALL CLAIMS TO BE MADE IN 5 DAYS FROM RECEIPT OF GOODS. 


East Side Metal Spinning Co., Gur) 


451-453 GREENWICH ST 


ALL BILLS NOT PAID WHEN DUE, SUBJECT TO SIGHT DRAFT 


TELEPHONE 
SPRING 6382 


Bill No. 1267 NEW YORK Nov. 10 1910 TO CHANGE WITHOUT NOTICE 
Sold to J B McDonald 167 Montague St Brooklyn N Y 
Our Your 
Order No. 1500 Order No. 1400 
: Terms, 30 Days Net, 10 Days 2% 
Shipped Via Exp Bbls. Pkgs. 

3 #60 Brass Chandeliers 26 50 79 50 
12 10 Wall Brackets 4 50 54 00 
L0 25 Bronze u Zz 00 20 OO 

1 75 Hall Lamp 15 00 

168 50 
The Anderson Lumber Co. 
DEALERS IN 
Lumber and Masons Materials 
19 RIVER DRIVE 
PASSAIC, N. J. 
Interest Charged on alf 
Sold to JOHN SMITH TERMS CASH Accounts After 30 Days. 
Address HOBOKEN N J 
Month of DECEMBER 
Date | Descriptier | Price Amount Daily Total Credits 

1 | 8 OAK BDS hy 50 4 50 

12 | 20 PINE BDS ; 50/ 10 00 
| @ PCS SPRUCE 1X5X16 ab =(oYo) ri (0) 0) een O 

18 | 4 PINE BDS 50 a, (0X9) 

Payal | 42 DOs DO *5O *2 00 

S1 | 8 PCS ASH 1X6X16 1 00 Re 8 00 

| 26 50 | *2 00 
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Lesson XXXIX — Bills 


In many houses order blanks and bills are written on the typewriter. Although this book is not 
intended to prepare students for positions as skilled bill clerks, it has seemed wise to give considerable 
practice in billing, and to make brief mention of the principal types of billing in common use. 


The Retail Bill and Charge is largely used in department stores. In this method a bill, with a 
second sheet (on which a carbon copy is made), is written for each customer, the first time a purchase 
is made during the month. The bill, with the second sheet and carbon, is then filed alphabetically. 
If a second purchase is made during the month, the same bill is placed in the typewriter again, and 
the new items are entered. The sales on each bill are totaled for each day. At the end of the month 
all that is necessary is to add the daily totals, detach the bill from the carbon copy and mail the bill 
to the customer. The carbor. copy is placed in a loose leaf binder and becomes practically the ledger 
account of the individual for that month. 

Condensed Billing is used by many wholesale firms. In this method a large sales sheet is used on 
which carbon copies of the bills, as written, are made. In Condensed Billing it. is necessary to use a 
Billing Typewriter which is fitted with a Condenser. This makes it possible to save space on the 
Sales Sheet by writing each bill close to the one preceding, without allowing space for the heading of 
the bills. The bills are written in the customary manner ; that is, a new bill is made out each time a 
purchase is made. The Sales Sheet remains in the machine until it is completely filled; it is then 
placed in a binder, and postings are made from it to the ledger. 

Unit Billing System is a term used where several carbon copies are made of each bill. For 
illustration, when the bill is written, copies may be made for the Office, for the Assembling Room, for 
the Shipping Clerk, and for a Delivery Ticket. Usually a different color is used for each Department, 
that they may be readily distinguished. 

It will be noticed that very little punctuation is used on bills. Many firms insist that none should 
be used, and it is very common to omit periods. 

In this lesson ten bills are given, showing various styles. In the first pages of the pad on “A Day’s 
Work” will be found bill heads which are duplicates of those given in this lesson. The bills should 
be written on these blank bill heads. If the student does not have this pad, blank sheets of paper of 
the proper size should be ruled with ink, one like each model. The name of the firm and the address, 
together with all printing which is essential to an understanding of the bill, should be typewritten by 
the student, in addition to the bill itself. One correct copy of each bill should be made. 


will be noticed. These signs indicate “ credits,” 


ia ee 


In some of the bills the sign which are 
usually written in red. 
As only one copy of each bill head is furnished, an eraser may be used in this lesson if necessary. 


Before attempting to erase, read the instructions on Erasing, page 173. 
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THE Jd. BD. MALIOBWS UO. 
EXHIBIT C 


ADJUSTING JOURNAL ENTRIES AS OF DECEMBER 31, 1906. 


[ome omer 


——> 


INSURANCE UNEXPIRED | $1,863 |24 
TO SURPLUS $1,863) 24 
To bring onto books as of 
December 31, 1906 the unexpired 
premiums as per Exhibit A - 
Schedule 2. No further adjustment 
is necessary as substantially the 
same amount of unexpired premiums 


existed as of December 31, 1905. 


PROFIT AND LOSS: 


OFFICE SUPPLIES 29/60 
TELEPHONE AND TELEGRAMS 25 |64 
ADVERTISING : 200 |00 
AUDITING CHARGES 850 |00 
TO ACCOUNTS PAYABLE: 1,105) 24 
City Printing Co. $ 29.60 
American Bell Telephone Co. 25.64 
The Telegram 200.00 
Bentley & Laird 850.00 
Total $1,105.24 
To bring onto books as of 


December 31, 1906 certain items rep- 
resenting bills applicable to 1906 


but not entered until after January 


1, 1907. 
FINISHED PRODUCTS 321 |62 
GOODS IN FROCESS 678 |38 
TO PROFIT AND LOSS (SALES): 1,000} 00 
To correct error in computing 
costs for month of November, 1906. 


a 
ies 
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MATTHEWS CO. 
SCHEDULE 1 


YEAR ENDED DECEMBER 31, 1906. 


Cost of Cost of Cost per pound 
goods in process goods produced of 
December 31, 1906 during 1906 finished product 
=r ae 
$11,306 |24 $148,118) 99 

$3,013 81 $26,127/08 $0.00387 
2,237 46 28,095| 45 0.00417 
1,381 63 25,979) 20 0.00385 
712 23 2 17,527/27 0.00259 
879 46 18,396) 41 0.00272 

ero ee 8,224) 59 21,462| 27 137, 587] 68 0.00319 0.0204 

ae 
143 66 3,659) 27 0.00054 
50 41 466 | 50|| - 0.00007 
593 40 11,714) 51 0.00143 
270 67 3,854) 24 0.00055 
143 26 1,103/14 0.00026 
183 76 1,471/96 0.00027 
663 20 8,449) 08 0.00128 
87 12 617/05 0.00012 
90 23 715/03 0.00015 
6 00 115) 88 0.00003 
2,229) 71 0.00010 
|| $21, 760 54 


$318 ,198/ 18 
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f HE deme 
EXHIBIT B - 


STATEMENT OF PRODUCTION COSTS - 


Cost of 
goods in process 
December 31, 1905. 


Cost of materials, 
labor, and indirect 
charges during 1906. 


RAW MATERIALS $150,611] 82 


PRODUCTIVE LABOR: 
Milling 
uraining 


Filling 


Capping 
Dipping 


Packing 


138,669} 66 


INDIRECT MANUFACTURING CHARGES 
Non-productive labor 
Net maintenance of R. E. 
Power, heat and light 
Factory supplies 


Taxes on equipment, etc. 


Insurance on equipment 


Depreciation of equipment 


Repairs to equipment 
Stable supplies 
Depreciation of H. & W. 


Miscellaneous 32,221|05 


TOTAL COST OF GOODS IN PROCESS 
DECEMBER 31, 1905 $18 , 456 
TOTAL COST OF MATERIALS, LABOR, AND INDIRECT CHARGES 
DURING YEAR ENDED DECEMBER 31, 1906 Poel, 502 


TOTAL COST OF GOODS IN PROCESS DECEMBER 31, 1906 


TOTAL COST OF PRODUCING 6,745,132 lbs. 
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THE J. B. MATTHEWS CO. 
EXHIBIT B 


PROFIT & LOSS STATEMENT - YEAR ENDED DECEMBER 31, 1906. 


Total general and administrative 


expenses (23.26%) 21,970.35 


NET OFIT BEFORE SHOWING INTEREST ON BORROWED CAPITAL - 
COUNTS, AND PROVISION FOR DOUBTFUL ACCOUNTS (18.70%) 


Deduct: 
Interest on borrowed capital $ 1,600.00 
Discounts on sales 7,341.20 $ 8,941.20 
none hi ston te on purchases 6,783.62 
Net interest charges $ 2,157.58 
Provision for doubtful accounts 2,544.27 


| NET PROFIT - YEAR ENDED DECEMBER 31, 1.906 (see Exhibit A) 


bs 


| Gross SALES ————-¢330, 759 
Deduct: 
Returns and allowances 11,341 
NET SALES 319,418) 21 
COST OF ABOVE SALES (see Schedule 1) 224,942| 40 
GROSS PROFIT FROM SALES (42.00%) 
Deduct 
SELLING EXPENSES: 
Credit man's salary $ 2,500.00 
Selesmens' salaries 9,856.00 
Agents' commissions 3,674.22 
Traveling expenses 11,426.58 
Advertising 2,754.54 
Mercantile references 250.00 
Total selling expenses (32.22%) $30,441.34 
GENERAL AND ADMINISTRATIVE EXPENSES: 
Officers' salaries $13,500.00 
Office help 5,300.00 
Office supplies 962.27 
Depreciation 269.12 
Postage 643.00 
Telephone and telegram 214.36 
H Auditing charges 850.00 
Miscellaneous 231.60 


$42,064 ile 
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THE J. B. MATTHEWS CO. 


EXHIBIT A - SCHEDULE 3 


CREDITORS - DECEMBER 31, 1906. 


STATEMENT SHOWING AMOUNTS DUE TRADE 


General Chemical Co. a} 


M. Grace & Co. 

American Fuse Co. 

Forbes Lithographing Co. 
Union Paper & Twine Co. 
American Can Co. 
Jones-Porter Co. 

M. J. Stetson & Co. 

Jordon Importing Co. 

The Telegram 

Michigan Central Railroad Co. 
Erie Railroad Co. 
Consolidated Gas Co. 

Brown Coal Co. 

City Printing Co. 

American Bell Telephone Co. 
Western Union Telegraph Co. 
Erie Lumber Co. 


|| Hugo Janz Co. 


American Trading Co. 
| The J. S. Miller Co. 
| Bentley & Laird 


TOTAL (SEE EXHIBIT A) 


7,641 
6,514 
2,860 
2,264 


2,164 
641 
816 
631 
200 
134 
106 

37 
35 
29 
25 
14 
10 


|| $18,074126 


43 
16 
24 
40 
46 
63 
40 
40 
00 
62 
20 
46 
60 
60 
64 
42 
84 
61 
43 
46 
00 
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THE J. B. MATTHEWS CO. 
? 
EXHIBIT A - SCHEDULE 2 


STATEMENT SHOWING AMOUNT AND COST OF INSURANCE IN FORCE, AND 
THE UNEXPIRED PREMIUMS, AS OF DECEMBER 31, 1906. 


Policy | “Date | Amount 
=t- Company Risk of Expires of 
Number : Policy Premium 
1906 || 1907 
271346||Scottish Union Bldgs. | Mar.27 Mar. 27//$ 5,000 i 62 50 I$ 
| 114616|/London Assurance do do do 14,000 175 00 
118264|Hartford Fire do do do 6,500 81 25 
78326 |/Aetna-Hartford do | ao do 15,000 187 50 
314626|/American of Phil.|| do do do 15,000 187 50 
11642 ||Mechanics-Erie do do do 15,000 187 50 212 98 
216143] Phoenix-Hartford do Aug. 1 |/Aug. 1 6,000 75 00 
216284/L. L. & Globe do do do 8,000 100 00 
113847|Home of Newark do do do 7,500 93 75 156 80 
417867 | Manufacturers Mchy. || Jul. 1] Jul. 1 34,800 427 25 
813642] Worchester Fire do do do 16,000 | 199 50 
17816||National of N.J. do do do 12,500 156 25 391 50 
34621/ Royal do Aug. 1 | Aug./1 14,000 175 00 
83261] Union of Phil. do do | do 8,000 100 00 r 161 19 
9314] Connecticut do Oct. 1] Oct. 1 16,000 199 50 
483621/ Germania do do do 15,000 187 50 
83217) Royal do do do 14,000 175 00 423 05 
932114|Sun of New York |/Stock | Jul. 1/ Jul. 1 22,000 275 00 
483722| Germania do do do 17,000 212 50 
$42622| Phoenix-Hartford do do do 16.000 200 00 
183624|Hartford Pire do do do || 18,000 225 00 
312004)|Firemen's of Pa. do do do 8,000 100 00 506 25 
40706 | Deleware heverze) Bed. |) do 1,836 | 22 95 11 47 
Amount of insurance in force - December 31/06 | $305,136 © | 
Cost of above insurance "1 $3, 805 45 | 
UNEXPIRED FREMIUMS DECEMBER 31, 1906 (SEE EXHIBIT A) $1,863 24 
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THE J. B. MATTHEWS CO. 


EXHIBIT A - SCHEDULE 1 


STATEMENT SHOWING AMOUNTS DUE FROM TRADE DEBTORS 


DECEMBER 31, 1906. 


Under Over 30 Over 60 
Amount 30 under under 
days 60 deys 90 days 
Frick Coal Co. $ 3,651 |50 |/$ 729/00 ls 1,624 |50 Is 1,298 00 
Johnson Coal Co. 2,427 |28 862 |31 418 |20 
West Va. C. & I. Co.|/ 1,816 |50 620 |54 1,195 |96 
Erie Coal Co. 3,116 |00 2,327 |00 789 |00 
Union F. & 8. Co. 941 |55 
Wilkes Coal Co. 4,321 |60 2,218 |50 2,103 |10 
Jones’ Quarry Co. 260 |54 
Acme Quarry Co. 300 |/21 300 )|21 
Manhattan Stone Co. 118 |00 118 | 00 
B. S. Granite Co. 8,816 |22 654 |26 1,218 | 46 6, 943/50 
Four River Co. 83/60 
Fuller Con. Co. 212/40 212 | 40 
O'Rourke Con. Co. 1,315 /25 614 | 26 700| 99 
N.Y.,N.H.& H.R.R.Co. 214/21 214/21 
N.Y.C.& H.R.R.R.Co. 376 |29 376/29 
D. Le. & W. R. Rw Co. 484 |00 262/00 222/00 
Erie R. R- Co. 111/16 81) 23 29/93 
W. Shore Imp. Co. 88/40 88| 40 
H. B. Joyce Co. 476 | 20 179) 69 83 | 27 
W. Carson Drg. Co. 316/70 316/70 
Moyer Wrecking Co. 150 |40 150} 40 
Smith Bros. & Co. 102/00 102/00 
City of New York 156/20 156| 20 
City of Baltimore 816/90 416/90 400/ 00 
City of San Fran. 2,462] 22 2,462/22 
Mobile Supply Co. 816| 84 527 | 63 84) 27 76/40 
U. S. Steel Co. 5,321) 43 2,324 63 2,996/| 80 
United Min. Co. 2,846] 27 2,846/27 
Green Gold M. Co. 2,576] 40 1,341 | 26 1,035/14 
Joy Prospect. Co. 384| 64 
TOTAL SEE EX. A. $44,880/ 91 | $11, 904/78 || $17,526/12 || $12,091|13 


Over 
90 
days 


1,146 77 


941 55 


260 54 


83 60} 


213 24 


328 54 


384 64 


= 
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$ 3,358 88 1 
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THEWS COMPANY 
Bita 


: ITIES 


— 


DECEMBER 31,1906 


APITAL STOCK 
Preferred (authorized issue 3000 shares) 
Issued--1500 shares at par value at 
$100-- 150,000} 00 
Common (authorized issue 2000 shares) 
Issued--1500 shares at par value of 
$100-- 150,000! 00 


||POTAL FIXED LIABILITIES 300, 0001 00 


ACCOUNTS PAYABLE: 
Trade creditors (See sch. 3) 41,273 26 


Sundry personal accounts 320 00 41,593 | 26 
. aT) 
NOTES PAYABLE 40,000/00 
ITEMS ACCRUED BUT NOT DUE: 
Wages 916 00 
Taxes 1,084 00 2,000] 00 
TOTAL FLOATING LIABILITIES 83,593 /26 
URPTnS 
Balance Dec. 31, 1905 
as adjusted 44,298) 34 
Net profit--year ended Dec. 31, 
1906 (as per Exhibit B) 37,562| 27 81,860| 61) 


L465, 483/071 
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LHE J. 8B owe 
EX Hea 
BALANCE SH Eras 


REAL ESTATE ; 
Tandad--54 acres-- (Cost) 
Factory buildings (Cost) 131,422 86 
Deduct: reserve for 
depreciation 19,068 71 123,154/15 
FACTORY EQUIPMENT 
Machinery (Cost) 73,249 26 
Belting, shafting, 
hengers, etc. (Cost) 9,421 54 
Small tools (Cost) ___72] 40. 
Deduct: reserve for 
depreciation 
STABLE EQUIPMENT (Cost) 
Deduct: reserve for 
depreciation 
OFFICE EQUIPMENT (Cost) 
Deduct: reserve for 
depreciation 
TOTAL FIXED ASSETS 185,949] 46 
CASH 
In banks 18,637 27 
On hand 250 00 


ACCOUNTS RECEIVABLE 
Trade debtors 


(See sche 1) 44,880 91 
Deduct: reserve for 
doubtfuls 1,618 20 
INVENTORIES 
inished products 93,255 78 
Goods in process 21,760 54 
Raw materials 96,458 20 
Factory supplies 2,241 88 
Fuel 816 61 
Stable supplies 158 18 
Insurance unexpired 
(See sch..1) 1,863 24 
TOTAL FLOATING ASSETS 278,704) 41 


DEFERRED CHARGES TO PROFIT AND LOSS: 
"Interest prepaid. =<‘; 


135 


87 


‘ATNIYZ sanox 
*a9SnoyeTeM MOU 94 OF 
sseutsnq Sutanoes ut drtey atreyy Hse 04 pue ‘Auedwoo oy go yaoddns IT3yy 
Iof STEpTOYyHooys oy, yueyy 0F AGtunzszoddo styy oye. sto,ooATp oul 
‘000‘0S$ FO SUeOT Odea 410M OY UeY T9440 SSeUpeyqopUT OU YATM SSsoUTSNq 
ese10jS SJT uTseq [[tM Auedwoo oy, pue sox peSuease SuUTSq erie syueumfed 
TITV ‘OOO ‘OST$ Weyy SSOT eq YOU TTTM oSnoYyereM pue pUeT FO 4S00 044 7eYY 
smouy eM 4nq ‘peyoeet useq yo You Sey S1070%IZUOO YYTM JUOTIETZYeS VW 
‘A, 19d01d 
ITsy} SOATESMSYy. TOF 99S pue 4T FISTA [TTM SIOPTOYYyooys ano yey. 4sn14 
em pue “spssu ano 074 poeydepe ATqertupe oq 04 sestwoid Sutpting euy 
"4saTgy [tady 
qnoqe sseutsnqg [eleued uTseq 04 Yoodxe om ezeyMm pue “yIOR MON UT OAeY 
om SUA MOZ 94} BuTs04sS Apeorte ore OM YOTYM UT eSnoYyerTeM MOU ANO JO 
einzotd e ‘Auedwoo sty}y UT TepToyyoo1s e se nok 04 YsSerte4UT Jo 1944 eu 
TeyuyO YYTM “SUTe4YUOD YOTYM 4YOTYOoq & ‘YyYTMertey ‘nok BSutr[ttem ore om 
:ITg re98q 
‘ssey ‘osptaqueg 


‘STT9S ‘d STITTM ‘WV 
‘II6T ‘9 Wouem ‘4419 YI0X MoN 


*19}}9] SIT} Jo sordoo LoddUdd VAY OFLA 
"doz oy} Wor soyour omy Ajoyeurrxordde 941M oq prhoys oul] 4sIg 
9} WOJotoY} PUB “SUTUTLIMEI SOYDUT MOF VAVY 9M (SOYOUT UOADT9) JooYS VY} JO YASUE] oy} UIOIZ STI} 
BurjoVI}qng *YPSUS| Ul SeYOUL USAVS oq [ILM 10}49] BY} Your euo Adnov0 sour, pooeds o[qnop eery3 sy 
‘oul] ep oY} Joye oowds v.1yxe oY} Surpnpout ‘pooeds o[qnop ‘soul euo-A}UIM} SUIVYUOD 10949] STILT, 


Mr. J. B. Matthews, Pres., 
The J. B. Matthews Co., 
100 Capitol Avenue, 
Hartford, Conn. 
Dear Sir: 
Pursuant to your request we have examined the books and 
accounts of The J. B. Matthews Company, at both the Hartford 
and New York offices, for the year ended December 31, 1906. 


The results of this examination are presented in the accompany- 
ing exhibits and schedules designated as follows: 


EXHIBIT A - Balance Sheet - December 31, 1906. 


Schedule 1 - Statement showing amounts due from 
trade debtors - December 31, 1906. 


Schedule 2 - Statement showing amount and cost of in- 
surance in force, and the unexpired 
premiums, as of December 31, 1906. 


Schedule 3 - Statement showing amounts due trade 
creditors - December 31, 1906. 


EXHIBIT B - Profit & Loss statement - year ended Decem- 
‘- ber 31, 1906. 


Schedule 1 - Statement of production costs - year 
ended December 31, 1906. 


EXHIBIT C - Adjusting journal entries as of Decem- 
<a zee ber 31, 1906. 


We hereby certify that the Balance Sheet attached hereto 
is a correct exhibit of the assets and liabilities of The J. B. 
Matthews Company at the close of business, December 31, 1906. 
Respectfully submitted, 


Certified Public Accountants. 
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Tabulate the following information regarding 
the area and population of the world. Head it 
“World’s Statistics,” and make the proper 
headings for the various columns. Arrange 
alphabetically. 

Africa, 11,512,000 square miles; population, 
143,000,000; population per square mile, 12.4. 

Europe, 3,842,000 square miles; population, 
413,000,000 ; 107.7 per square mile. 

Asia, 17,056,000 square miles; population, 
909,000,000 ; 53.3 per square mile. 

North America has a population of 124,000,000 
and an area of 9,431,000; 13.1 people per square 
mile. 

South America, population 39,000,000; area 
in square miles, 6,856,000; 5.7 per square mile. 

Australia, etc., has an area of 3,456,000; 
population of 6,617,000, or 1.9 per square mile. 

The South Polar Regions have an area of 
254,000 square miles, but they are uninhabited. 


Tabulate the following information regarding 
the time which it takes money at interest to 
double. 


At 2% it will take fifty years to double at 


simple interest; or thirty-five years and one 
day at compound. At 214%, forty years at 
simple; twenty-eight years and twenty-six days 
at compound. At 4% it will take twenty-five 
years at simple; and seventeen years, two hun- 
dred and forty-six days, at compound. At 3% 
it will take thirty-three years and four months 


at simple; or twenty-three years, one hundred 
and sixty-four days, compound. At 44%, 
twenty-two years, eighty-one days, simple; 
fifteen years, two hundred and seventy-three, 
compound. At 5%, fourteen years, seventy- 
five days, compound; or twenty years, simple. 
At 6%, sixteen years, eight months, simple; 
eleven years, three hundred and twenty-seven 
days, compound. At 7% fourteen years, one 
hundred and four days, simple ; ten years, eighty- 
nine days, compound. At 8%, twelve years, six 
months, simple ; nine years, two days, compound. 


Tabulate the following, making proper head- 
ings. 

The statistics of the United States for a re- 
cent year show that in Alabama the total 
number of deaths were 25,699, of which 12,729 
were female and 12,970 were male; in Arizona 
the total was 1223, of which 750 were male 
and 473 female; in California there were 11,813 
male and 10,705 female, or a total of 22,518; 
in Colorado the total deaths were 7428—male 
4471, female 2957; in Connecticut, total 
15,422—female 7520, male 7902; Florida, total 
6482— male 3520, female 2962; Illinois, male 
33,641, female 27,588 — total 61,229 ; Delaware, 
total 3075 — male 1644, female 1431; Georgia, 
total 26,941 —male 13,321, female 13,620 ; Idaho, 
total 1242—480 female and 762 male. 

Total each of the columns. 


Lesson XX XVIII — Auditor’s Report.! 


The following lesson consists of a complete report on the condition of a business by a firm of 


accountants. 
copy (which has been somewhat reduced). 


This report, which contains ten pages, is to be written and ruled as shown in the 
This lesson should be written on paper 83 x 13 inches. 


The ruling should not be undertaken until after the typewriting is completed. Attention is called 
to the fact that two of the schedules occupy double pages, and care should be taken that the ac- 


counts on the two pages come exactly opposite each other. 


and ruled they should be pasted together. 


After these pages have been written 


Make one PERFECT copy of each of the following pages. 


Do NOT use an eraser. 


1 The forms in this lesson have been taken by permission from ‘‘Corporate Finance and Accounting,” by Harry C. 


Bentley. 
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FLUCTUATIONS IN NEW YORK 


Atchison 
Baltimore & Ohio 
Canadian Pacific 
St. Paul 
Delaware & Hudson 
Erie 

Great Northern 
Illinois Central 
Louisville & Nashville 
Missouri Pacific 
New York Central 
Norfolk & Western 
Northern Pacific 
Pennsylvania 
Reading 
Rock Island 
Southern Pacific 
Southern Railway 
Union Pacific 
Am Car Foundry 
Am Smelting 
Colorado Fuel 
Consolidated Gas 
General Electric 
National Lead 
U S Rubber 
Uss Steel 

do preferred 
Western Union 


*Loss 
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CITIES OF 100,000 POPULATION OR OVER (cont. ) 


Population Pio Cea Indebtedness 
1900 1910 Increase 1910 

St. Paul, Minn. 163,065 | 214,744 rey Dad $11,455,800 
Denver, Colo. 133,859 213,381 59.4 378,000 
Portland, Oregon 90,426 207 ,214 WAS) 2 9,737,119 
Columbus, Ohio 125,560 TST. OLL 44.6 14,511,900 
Toledo, Ohio LSE, 8ce 168,497 aVe8 8,162,469 
Atlanta, Ga. 89,872 154,839 72.3 3,845,500 
Oakland, Cal. 66,960 150,174 124.3 1,619,963 
Worcester, Mass. 118,421 145,986 23.8 9,994,625 
Syracuse, N. Y. 108 , 374 137,249 26.6 9,076,689 
New Haven, Conn. 108 , 027 133,605 (ey ff 3,954,300 
Birmingham, Ala. $8,415 US eZ mOOU 245.4 4,480,000 
Memphis, Tenn. 102,320 ikesall,, alos: As}, Ab 7,941,800 
Scranton, Pa. 102,026 129 , 867 27.3 1,500,994 
Richmond, Va. 85,050 127,628 50.1 10,239,425 
Paterson, N: J. LOS 7 1 125,600 19.4 4,571,004 
Omaha, Nebr. 102,555 124,096 21.0 5,920,000 
Fall River, Mass. 104 , 863 119,295 LSac 5,004,602 
Dayton, Ohio 85,333 LISS 27 36.6 4,420,820 
Grand Rapids, Mich. 87,565 Lis Oud 28.6 528 , OOG 
Nashville, Tenn. 80,865 110,364 36.5 5,352,000 
Lowell, Mass. 94,969 106,294 11.9 2,528,665 
Cambridge, Mass. 91,886 104,839 14.1 ig 193,200 
Spokane, Wash. 36,848 104,402 183.3 5,391,073 
Bridgeport, Conn. 70,996 102,054 43.7 2,159,100 
Albany, N. Y. 94,151 100,253 6.5 4,661,232 
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CITIES OF 100,000 POPULATION OR OVER 


New York, N. Y. 
Chicago, I11. 
Philadelphia, Pa. 
St. Louis, Mo. 
Boston, Mass. 
Cleveland, Ohio 
Baltimore, Md. 
Pittsburg, Pa. 
Detroit, Mich. 
iniblnaaehilye),. ENG N4e 

San Francisco, Cal. 
Milwaukee, Wis. 
Cinsinnati, Ohio 
Newark, N. J. 

New Orleans, La. 
Washington, IDS, (he 
Los Angeles, Cal. 
Minneapolis, Minn. 
Jersey City, N. J. 
Kansas City, Mo. 
Seattle, Wash. 
Indianapolis, Ind. 
Providence, R. I. 
Louisville, Ky. 


Rochester, N. Y. 
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Population 
1900 1910 

3,437,202 4,766,883 
1,698,575 2,185,283 
1,293,697 1,549,008 
575,238 687,029 
560, 892 670,585 
381,768 560, 663 
508, 957 558,485 
451,512 533,905 
285,704 465,766 
352, 387 423,715 
342,782 416,912 
285,315 373, 857 
325,902 363,591 
246,070 347,469 
287,104 339,075 
278,718 331, 069 
102,479 319,198 
202,718 301,408 
206,433 267,779 
163,752 248, 381 
80,671 237,194 
169,164 233,650 
175,597 224, 326 
204,731 223,928 
162,608 218,149 


Pe Crmo Indebtedness 
Increase 1910 
38.7 $1,014,626, 365 
28.7 24,447,674 
19.27 95,483,820 
19.4 24,389,312 
19.6 110,769,073 
46.9 28,921,421 
9.7 36,847,475 
eee 37,802,787 
63.0 8,750,000 
20.2 24,694,901 
26 16,105,800 
31.0 10,107,000 
11.8 51,323,518 
41.2 25,674,200 
Loret 27,324,360 
18.8 9,494,800 
211.5 708,000 
48.7 13,485,200 
29.7 15,959,655 
51.7 4,350,000 
194.0 9,500,351 
38.1 3,008,500 
2758 19,385,035 
9.4 11,352,200 
34.2 10,669,000 
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BELL TELEPHONE SYSTEM IN THE UNITED STATES 


Dec. Sl, 


Dec. Sl, Dec. Sl, Décepaciae 
1895 1900 1905 1910 
Miles of Exchange Pole Lines 25.,530 50,451 67,698 120075 
Miles of Toll Pole Lines 52,873 101,087 145,535 AMSA tev ay? 
Total Miles of Pole Lines Hh, FAO 131,538 CLOBMeOO 288,002 
Miles of Underground Wire 184,515 705,269 | 2,345,742 | 5,992,303 
Miles of Submarine Wire (a), Oyats! 4,303 9,373 24,636 
Miles of Aerial Wire 488,872 | 1,262,229 | 3,424, 80c 15 oeo.e eo 
Total Miles of Wire 675,415; 1,961,801 |°527707 92 cate re 
Comprising Toll Wire alto) s(eKehh/ 607,599 | 1,265,236 | 1,963,994 
Comprising Exchange Wire 459,728 | 1,354,202 | 4,514,682 | 9,678,218 
Total 675,415 | 1,961,801 (96) 779 016 sli e4en ere 
Number of Central Offices IL, GALS (Bn (tls 4,542 4,933 
Number of Stations 281,695 800,880 | 2,241,367 | 4,030,668 
Number of Connected Stations (Bll tslOW/ 55,031 £87 , 048 | 1, 8624,.05L 
Total Stations 309 , 502 855,911 |"25028; 7100 eo, eee+719 
Number of Employees 14,517 37,067 89,661 TeO Roma 
Exchange Connections Daily 2,551,420 | 5,668,986 |13,543,468 |21,681,471 
Toll Connections Daily oy, AAS 148,528 568,083 602,539 
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Year 


1890 
1891 
1892 
1893 
1894 
1895 
1896 
1897 
1898 
1899 
1900 
1901 
1902 
1903 
1904 
1905 
1906 
1907 
1908 
1909 


1910 


FAILURES, ASSETS, LIABILITIES, AND NUMBER IN BUSINESS 


IN THE UNITED STATES YEARLY SINCE 1890 


No. of 
Failures 


10,678 
12,394 
10,270 
15,508 
12,724 
12,958 
15,094 
13,083 
11,615 

9,642 

9,912 
10,648 

9,973 

9,775 
10,417 

9,967 

9,385 
10,265 
14,044 
11,845 


11,574 


Per Cent 
Assets 
To 


Liabilities 
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keys alka) 
Business 


989,420 
1; OLS TOmT 
1,035,564 
1,059,014 
1,047,974 
1,053,633 
1,079,070 
1,086,056 
1,093,373 
15 LAS; B75 
I L6X 659 
aol BOs 
1,238,973 
1,272,909 
1,307,746 
1,352,947 
1,401,085 
1,447,680 
1,487,813 
1,543,444 


1,592,509 
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ANNUAL EARNINGS AND D DY Doe Ne 


Year 


1900 
1901 
1902 
1903 
1904 
1905 
1906 
1907 
1908 
1909 


1910 


Net 
Revenue 


$5,486,058 

7,398,286 

7,855,272 
10,564,665 
Peto Loe 
13,034,038 
12,970,957 
16,269,388 
ibe led aii ented Oe 
23,095,389 


26,855,893 


Dividends 
Paid 


$4,078,601 
5,050,024 
6,584,404 
8,619,151 
9.7997 Pas 
9,866,355 
10,195,233 
10,943,644 
12,459,156 
17 ;0S65 276 


20,776,822 
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Added to 
Reserves 


$937,258 
1,377,651 

522,247 

728,140 

586,149 
1,743,295 
pwd desc 
3,500,000 
3,000,000 
3,000,000 


3,000,000 


Added to 
Surplus 


$470,198 

970,611 

728,622 
1,217,374 

890,435 
1,424,388 
1,001, 967 
1,825,744 
2,662,551 
56,059,115 


3,079,071 
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Lesson XX XVII — Tabulation 


This lesson consists of seven pages of tabulated matter to be copied, and three exercises to be 
tabulated. In one of the page articles given, fractions are used. If you are using a machine which has 
all these fractions on, use the fraction keys. Otherwise, write the article as given in the copy. 

In tabulating general matter it is first necessary to determine the general heading and the head- 
ings for the columns. Before arranging the columns, count the largest number of letters or figures 
in each, and add together. Subtract this sum from the number of spaces you desire the tabulation 
to occupy. Divide the spaces remaining by the number of columns. This will give the amount of 
space to be allowed between the columns except after the principal one (usually the first), where 
the amount should be doubled. If you desire equal spaces between each of the columns, divide 


the spaces remaining after subtraction by the number of columns less one. 


Decimal Tabulator. If your machine has a decimal tabulator, set the tabular stops at the 
points on the scale where it is desired to print the decimal points in the various columns. 


When the decimal key is pressed the carriage will move to the point at which the next tabular 


stop has been placed. 


If the key marked “1” is pressed, the carriage will come to a stop one point to the left of the 
decimal point. If the key marked “10 ” is pressed, it will come to a stop at the second point to 


the left, ete. 


1 


If it is desired to write numbers which do not represent dollars and cents, the tabular stop 
should be placed on the scale one point higher than it is desired to have the units column. The 


key marked ‘‘1” will then give the units column, and the one marked “10” the s 
the one marked ‘‘ 100” the third column, ete. 
If the tabular keys are in the front of the keyboard, the 


econd column, 


y should be pressed with the right and 


left thumbs. If they are at the top of the keyboard, they should be fingered with three fingers of 


each hand. 


Write one PERFECT copy of each of the following pages, ruling them as shown in copy. 


COMPARATIVE EARNINGS AT FIVE-YEAR INTERVALS, 1895-1910. 


if 


Year 1895 Year 1900 Year 1905 Year 1910 

EARNINGS: 

Gross Earnings $24,197,200 | $46,385,600 | $97,500,100 $165,612,881 
Expenses 15,488,400 30,632,400 66,189,400 114,618,473 
Net Earnings 8,708,800 15,753,200 $1,510,700 50,994,408 
Interest 655,500 &,389,600 5,836,300 11,556,864 
Balance 8,053,300 13,363,600 25,474,400 39,437,544 
Dividends 5,066,900 7,893,500 15,817,500 25,160,786 

Surplus Earnings ' £,986,400 5,470,100 9,656,900 14,276,758 
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GLAZING. 7, MY, of , 


Glaze throughout with best selected|German glass, 
all perfect throughout. 
Glaze all interior sash and doors indicated, with 
best quality translucent ribbed glass. 
Chanter 


OUTSIDE WORK. 


? 
Kill all sap, knots, or other defects in very best 
approved manner. Paint all exterior finish of every sort with 
four coats of very best lead and oil paint. 


INTERIOR FINISH. purer abeskol 


All oak and/N. C. pine finish shall receive one 
Coat of stain, toned /to color desired by Architect, followed 


FLOORS. 


All floors, except bathrooms, shall receive/one coat 
of stain as directed. They shall then receive coats of 
very best pure alcohol shellac rubbed to a dull finish, then 
given a perfect beeswax finish of three coats. 

All bathrooms to receive one coat of stain as di- 
rected, then three coats of the best Murphy floor varnish, 
rubbed to a dull finish after each coat. 


COLORS. 
All colors shall be by Architect, and samples 


shall be submitted to him for approval. : 


CLEANING. 


All walls and floors shall be left absolutely per- 
fect in every way. The floors shell be perfectly protected 
by completely covering with building paper. 


TO eee neds aad 
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LATHING AND PLASTERING. 


Entire building,\including entire basement ceiling 
shell be lathed with best seasoned laths, all laid horizontal- 
ly on walls and in uniform directions on ceilings, breaking 
joints every sixth lath on walls and every fourth on ceilings, 
laid 3/8" apart, nailed at every bearing and double nailed at 
ends. 


LATHING. 


PLASTERING. 


All lime shall be screened, mixed to a putty and 
Stacked in a shelter for at least two months: All mortar 
Shall be stacked at least three weeks before using. No mor- 
tar shall be stacked in building, but in a separate shelter 
provided. 

The entire building shall be finished in the best 
three coat work. 

ia NE ae eg ; 

ey The first or scratch coat shall be made of first 
quality\lime, clean, sharp sand, free from loam, salt or any 
impurities, and the best long cattle hair, all mixed in pro- 
CL|| portions approved by the Architect. : 
= The second or brown coat shall be mixed same as 
scratch coat, except with more sand and less hair. 

The third coat shall be the very best, smooth, hard 
finish, skimmed in perfect manner. 


HARD PLASTER. 


All bathrooms shall be wire lathed and shall have 
pure Keene's cement, hard plaster on walls. All shall be 
marked off in tile pattern to a height of £'0". Run at this 
height a simple 4" cap. 


oo 
Tem pair PAINTING AND GLAZING. 


PAINTING. 


brs tubry 
No painting or finish of any sort/shall be applied 
to any work, which is not in perfect to receive it. 
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+e correspond to finish of rooms. 


INTERIOR FINISH. , : 
The entire finish shall be of the\best{stock of the 


various sorts called for. All coloring and grain shall be 
carefully matched, all shall be built up and glued in the 
very best manner. 


DOORS. 


The doors throughout shall be built up on pine cores 
and veneered, On the first and second floors they shall be 
2" thick. On\the third floor they shall be 1 3/4". 


vErnouee b corntefond to the farted of he peord. 


Build al11 windows throughout, either double hung or 
casement as shown. All double hung shall be 1 3/4" thick. All 
French windows shall be made from 2 1/2" stock. All windows 
shall be veneered to correspond to room finish, All sashes 
shall be primed one coat on arrival at building. 


FLOORS. 


All hardwood floors shall be of the very best care- 
fully selected 3" stock, to be thoroughly,kiln dried, mill- 
planed on both sides, matched, blind-nailed,) and strained. 


| STAIRS. Lee Locally 


‘Frame the various flights of stairs in the most 
thorough\manner, fhey shall be of thoroughly seasoned spruce, 
well anchored and braced. 

All stairs shall be completely built up on N. C. 


Main staircase shall have treads of seleeted—quar— 


ate a a0 4 8 eo 


CLOSETS. 


pine. 


Fit all closets with shelves as shown, and provide 
hook strips and hooks complete. ak 
and Akwmere 
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SIDING. 


Sides of entire building shall be covered with best 
quality clear spruce or cypress 7/8" x 12" laid with a per- 
fectly even gauge of 11" to weather and nailed to every stud 
with 6 d. galvanized iron nails, End joints to be carefully 
butted, dipped in white lead and)oil, and to come only di- 
rectly over a stud. 


| hip a0 Py sit 
SHINGLES. 


Cover entire roofs of building and dormers with ex- 
tra, selected cedar shingles, laid 4 1/2" to weather, all laid 
in the very best approved manner. All nails shall be gal- 
vanized iron. 


SKYLIGHTS. 


Provide and set where shown, Paradi 
lights, constructed in the best manner of 14-02 copper, fur- 
nished with condensation gutters, and glazed with rough plate 


glass 1/4" thick. Khe ee 


UNDER FLOORS. 


gm(or equal sky- 


Under floors/shall be of mill-planed, square edged 
spruce boards, ((hroughout) not to exceed 9" in width. They 
Shall be free from Imots, Any damaged boards shall be removed 


before starting finished\floors. ton frfielions. 


Clean entire under floor and lay well-lapped Nepon- 
set Red Rope building paper, between all floors throughout 
entire building. 


WINDOW FRAMES. 


All window frames shall be made of best,( white pine 
with hard pine pulley styles ana parting beads, where double 
hung sash are shown. All frames for French windows and doors 


shall be for double sash. Rampeor 
For double hung windows use best(cord and pulleys. 


Use iron weights, carefully balanced. #All frames shall be 
veneered to correspond to finish of rooms. 


OUTSIDE DOOR FRAMES. 


tailed, rebated with oak sills as detailed. . 


INSIDE DOOR FRAMES. 


Inside door jambs shall be 1 3 4". and ret Ee 


cured to studs and trusses. All frames shall be veneered to 
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Floor joists to be completely/bridged and crowned 
as directed. Partitions to be 2" x bridged twice in each 
story, except outside walls and the two cross partitions in- 
dicated on plan, which shall be 2" x 6". 


TRUSSING. 


Truss over all openings in best manner. 


PARTITIONS CAPS AND SILLS. 


They shall be of hard pine throughout. The caps 
shall be carefully spliced directly over bearings. Partitions 


over those below shall rest directly on the lower. 


BRIDGING. 


Bridge all floors as shown, and all partitions twice 
in each story. 


OUTSIDE BOARDING. / gn 
Cover entire/sides of building from sill to paste 

with best matched » mill-planed boards not exceeding 

in width. 


OUTSIDE FINISH. : 
—— et Calm Rene 


side finish)\shall be of the very best selected » care- 
fully wrought from full sized details, firmly,fixed in posi- 
tion, by iron dowels into masonry, and other(method for per- 
manent security. and 


BUILDING PAPER. 


Cover entire exterior of building from sill to plate 
with heavy, sheathing peper. 


CANVAS ROOP. Hack, Def ortet 


Cover all roofs marked "canvas roof", with extra 
heavy duck canvas, properly what sly 31! up on all walls 


and made perfectly tight. 
and, Arcurely > 
ROOF. 


Cover entire roof of building and porches, and sides 
end roofs of dormers with mill-planed, square-edged spruce 


of widths not exceeding 9" in width, ai herereghly naledy 


Een 
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all above roof laid in pure Portland fement. 
FLUE LININGS. 


{411 flues to be built up with hard-burned fire prey Lie. 
»r~Of sizes shown; all joints carefully and truly laid. 
Set pipe holes where needed. 


PLASTERING OF CHIMNEYS. 


The exterior of all chimneys to roof line to be 
smoothly plastered with 2/44 coat of mortar. 


3fy" EB isa 


1 \greas yr with hera, dgnd-stPyek prox esa 


WASHING DOWN. 


At the completion of the entire building wash down 
all exposed brickwork, ie aa acid and leave all Ba 
and perfect. , 


Ahutids 


IRON WORK. 
3 
Furnish and set all iron peanst solemn and all iron 
work that may be shown indicated; or later found necessary to 


completely carry out designs. \ yrs 


SHORING. 


V 


In case any shoring shall bé necessary) the 
shall provide and set same. 


FRAMING. EEE 


Frame the building in the manner shown,) with straight 
grain, square-edged spruce and hard pine framing stock. 

Posts tenoned to sills and plates; girts tenoned 
to posts, girts and plates; rafters crow-footed to plates and 
ridge. 
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FOOTINGS AND WALLS. es eee 


Shall be built of laid in Portland cement mortar. 
All footings and walls shall be laid,according to plans and 
sections. They shall be laid to Ling on both sides and carried 


up plumb and true. Mecethe, 


MORTAR. if 


. Mortar/for all foundations, piers, ete. shall be 
mixed with pure(cement in the proportion of one part of cement 
to three parts of the very best clean, Sharp sand. Portland 
cement shall be the equivalent of "Atlas." 

Cement mortar shall be mix rch 
will allow it to be used very _svon after mixing, and all mortar 


will be rejected Got so useds 


STONE THRESHOLDS. 


~ 


Furnish and set for all outside doors and all base- 
ment windows, cut granite sills, all six cut work, where shown. 


STONE STEPS. 


Build of sizes shown the exterior stone steps as 
shown of best dressed fine-grained, light gray, cut granite 
(six cut work), and each step bearing on the one below 3". 


ae 3 
CONCRETE. vas Propel, pitched; —s 
Rem the earth of the cellar bottom level an 
Cover with a YVayer of concrete 3" thick, made in the 
tion of parts of clean, coarse gravel to parts of 
clean, sharp sand and one part of Rosendale cement y gover this 
with a coat of one part Portland cement, and two parts sand, 
1" thick. Mdke) with a deep groove all plumbing pipps. 


WHITEWASHING. 


All exposed masonry,in cellar shall have two coats 
of lime whitewash, mixed with\giue size. heey 
|| BRICKWORK. om gf deveeh 


Build up as shown on plans, elevations and sections 
of dark water-struck brick, all underpinnings laid in Portland 
cement mortar, stained as directed. 


Build all chimneys and/fireplaces as shown. Use 
best quality hard-burned, dark(brick, laid in cement mortar; 


CHIMNEYS AND FIREPLACES. 
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Contractor shall notify the Owners of amounts-of insurance 
needed; and the fontractor shall pay one half of the total 
cost of the insurance up to time that building is completed 


and accepted. 
ly, th, profirial foi ae 


No changes shall be made in e material or work 
without a written order from the Architect. 


ALTERATIONS. 


DRAWINGS AND SPECIFICATIONS. 


Anything not shown on the drawings but_mentioned in 
the specifications, or vice versa, or anything not)\set forth 
Gxpressly in either,,shall be furnished and performed as though 


specially shown an entioned in both. ex 
All written and marginal notes in specification 
shall be considered a part thereof. 


E Figures and memoranda on the drawings shall be fol- 


BUILDING LAWS. 


Any and all local building laws governing the erec- 
tion of this building shall be fully and completely observed 


by the fontractor. 


The Contractor shall)\submit vouchers showing pay- 
ments made and amounts due employees, dealers in materials, or 
others concerned in the erection of this building. 


VOUCHERS. 


EXCAVATION AND MASONRY. 


S. 
BATTER BOARD ay 


The Contractor shall lay out the lines of the build- 
ing in and permanent manner on solidly’ constructed 
batter boards. The wner{ will employ an engineer to run all 
lines and also to give all levels. 


EXCAVATION AND GRADING. S 


WILL BE DONE BY OWNERY. 
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GENERAL CONDITIONS. 


LABOR AND MATERIALS. Con leer 


The fontracto shall provide all materials and la- 
bor necessary for the,éxecution of all work described, shown 
or implied in the specifications, including all transporta- 


tion, UE GE: and materials required for same. 


3 And 
DESCRIPTION OF WORK. oe we pes y 
Every portion of work ineluaine Grerything ‘hecos- 


sary {to complete it, described in specification,or shown 
on drawings shall be built up in perfect manner of stock or 
materials free from defects or imperfections of every sort. 
Every portion of the work,built and worked accurately and 
perfectly from full ppeeyeonnnecy ore will be furnished 


later as the work progresseé hi Le 


UALITY OF LABOR AND MATERIALS. 


All labor shall be done in the most thorough ana 
workmanlike manner, and,all materials shall be of the best 
quality of their respeckive kinds. 


SUPERINTENDENCE. enlees tle OS a 


The gontrector shall give his personal superintend- 
ence to the entire work, and keep constantly on the ground a 
competent foreman, who shall be empowered to receive instruc- 
tions from the Architect. 


LIABILITY FOR DAMAGE. 


This Contractor shall be solely answerable for all 
damages or injuries to neighboring premises or the persons 
or property of the public, by himself or his men, or through 
any operation under his charge, whether in contract or extra 
work. 


LINES AND LEVELS. 


The Contractor shall furnish all surveyor's lines 
and level readings required for the accurate erection of the 
building. #He shall be solely responsible for damage caused 
by error in lines or levels, QxL thal] Correck Marne’ ‘ 


Sere: ee aoe? ars 
INSURANCE. Ce he 


The Owners will keep the building insured; but the 
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Lesson XXXVI — Specifications and Rough Draft. 


This lesson consists of the complete specifications for a house, and is presented in the form of 
a rough draft. This should be written on sheets 83 X11 inches with marginal lines ruled in red. 
The left marginal lines should be 13 inches from the left edge of the paper, and the right marginal 
line should be { inch from right-hand edge. Care should be taken that none of the writing comes 


outside of the marginal lines. 
In making the corrections certain proof reading signs have been used. A list of these will be 


found on page 174. 
Make one PERFECT copy of the following specifications. Bind with staples at the left. 


SePORTC cl oP TiCcAL Ter Ownas 


Which with the accompanying drawings 
describe the material to be 
used and the labor to be per- 


formed in the erection of a 


HOUSE 


for 


JAMES L. MceCULLEN 
& BENSONHURST, N. Y. 


EDWARD P. McCULLEN 


eu we~w ewe = 


May 26, 1911. 


G. W. Craig, Architect, 
658 Fulton Street, 
Brooklyn, N. Y. 
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By THE Court: 
Q. Don’t say, ‘‘Not that you know of.” 
know whether there was or not. 
A. There was not. 

By Mr. Epwarps: 
Q. As a matter of fact, didn’t you have some 
dispute, and as an outcome of that dispute allow 
the rent to go on? 
A. No, sir, I did not. 


You 


DEFENDANTS CLOSE 
TESTIMONY CLOSED 


CHARGE OF THE CoURT 


BRIsTou, J. 

Gentlemen of the Jury: In this case, as has 
been stated, there is a lease, and the lease pro- 
vides that the plaintiff shall pay $50 a month to 
the defendant. Then it says further, ‘‘The 
lessee agrees to furnish (the lessee being Mrs. 
Fisher) all the coal necessary to heat the house 
and store, also to keep and care for one room 
(second story back) to be occupied by the lessor 
(that is, the defendant); also to furnish board 
and washing for said lessor, linen excepted, in 
consideration of which the lessee is to be cred- 
ited with $25 per month.”’ The defendant says 
that for four months the plaintiff did not pay 
the rent; that at $50 a month and giving her 
credit for $25 a month, there is a balance due of 
$100. This not being paid, he took such action 
as the law gave him the right to, if the plaintiff 
really owed that amount, to recover the rent. 
The plaintiff then took out a writ of replevin, 
and a counter bond was filed, and in that way 
the question comes before you. 

There has really been no defense made out 
on the part of the plaintiff. What was offered 
was that there was some kind of an oral, verbal 
agreement between these parties afterwards, 
whereby the written agreement was varied and 
something else substituted for it. But the law 
is very exact as to written documents, and it is 
for the protection of everybody. People can- 
not enter into solemn writings, under their hands 
and seals, and then afterwards come in and say, 
“Well, yes, that was our agreement, and we 
occupied the house under it, but we afterwards 


agreed that something else should be our agree- 
ment, and we wiped out this agreement entirely.” 
If they want to do that, they must show, if there 
is such an agreement, that it had a degree of 
solemnity about it, and that there was some 
sufficient consideration to support it, not merely 
an idle promise by one or the other without a 
consideration to take the place of a solemn 
written contract. The plaintiff made no effort 
to prove any such consideration, and, therefore, 
the Court, under the law, could not admit a 
verbal contract. 

So there is no sufficient defense here on the 
part of the plaintiff to overcome the evidence 
that has been offered on the part of the defend- 
ant. Haines is the defendant, and the verdict 
will have to be entered for the defendant for a 
certain amount. There is nothing left for you to 
do, but to enter a verdict for the defendant for 
the $117, rent and interest which he has proven. 


I hereby certify that the above and foregoing 
is a correct and true copy of the typewritten 
transcript of the stenographic report of testi- 
mony and charge of the court in the matter of 
Margaret L. Fisher vs. Oliver Haines, Landlord, 
and Henry O. Miller, Bailiff, C. P. No. 2, June 
Term, 1909, No. 1419, at the trial thereof before 
Honorable James K. Bristol, J., and a jury, on 
May 18, 1911, and that the same was transcribed 
and filed in pursuance of the order of said court. 

Witness my hand this 18th day of May, 1911. 


Official Stenographer, C. P. No. 2. 


A general exception is allowed the plaintiff 
to the charge of the court upon the law; and, 
pursuant to request of counsel for plaintiff, the 
evidence and charge are, before verdict, ordered 
to be filed of record. 

The foregoing notes of testimony, with the 
exceptions taken by counsel during the trial 
as to the rejection or admission thereof, and the 
charge, with the exception thereto, have been 
examined by me, and are hereby approved and 
ordered to be filed. 


Judge. 
(Verdict for Defendant, Haines, $117.) 
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By THE Court: 
Q. When did you first take ane out of the 
house ? 
A. About half past three or far 
Q. Youkeptit up until what time in the evening ? 
A. I don’t know what time, but it was very late. 
By Mr. Forest: 
Q. You moved the things to the Broad Street 
Storage Warehouse ? 
A. Yes, sir. 
Q. And they were levied on the next morning, 
and then you took out the writ of replevin; 
that is so, isn’t it ? 
A. Yes, that is so. 
Q. And you owed at that time the rent for the 
months of March, April, May and June, 1908 ? 
A. [had agreed with Mr. Haines not to pay any 
more money. 
By THE CouRT: 
Q. Answer yes or no. Did’you pay it? 
A. I didn’t pay it, because I did not owe it. 


PLAINTIFF CLOSES 


DEFENDANTS’ EVIDENCE 


OuiveR HAINnzEs, sworn 


By Mr. Forest: 
You are the lessor mentioned in this lease ? 
I am, yes, sir. 
And Mrs. Fisher was your tenant ? 
She was. 
Did she owe you any rent in the year 1908? 
If so, how many months ? 
A. She owed me for four months, according to 
the lease. 
How much ? 
The money consideration was $100. 
That was $25 a month ? 
Yes, sir. 
When did she move ? 
She moved on the 4th of June, 1908. 
When? 
She moved in the evening, after sunset. 
Where were the goods taken to ? 
I followed the wagon with the goods on from 
my house to the Broad Street Storage Ware- 
house. 
Q. Did you go there with the bailiff the next 
morning to levy on them ? 


OPOre& 


rFOPrOPO PO SO 


A. I went there with the constable the next 
morning. We went there, and he levied on the 
goods. 

(. Did you pay the levy costs ? 

A. Yes, sir, I paid the constable the levy costs. 
Q. What was the amount ? 

A. The amount I paid was $7. 


Cross EXAMINATION 


By Mr. Epwarps: 
Q@. You say that Mrs. Fisher moved out late in 
the afternoon, after sunset. 
A. In the evening, after sunset. 
Q. Were you present ? 
A. I was. 
Q. How did you know what goods were in the 
vans ? 
A. I was there all the time they were being 
packed in the vans and I followed the vans to the 
storage warehouse. 
Q. Did you ever make any demand for this last 
four months’ rent ? 
A. Idid. I wrote a letter to her. 
Q. Did you make any other demand? 
A. I don’t remember making any demands for 
the rent. 
Q. Why didn’t you make a demand ? 
A. She voluntarily told me she was in hard cir- 
cumstances and that in the course of time, a short 
time, she would pay me the rent. 
@. How many times did she tell you that ? 
A. Once to my recollection. 

By THE Court: 
Q. Did you ever agree to forgive her the rent ? 
A. No, sir, absolutely not. 

By Mr. Epwarps: 
Q. You never had any such conversation ? 
A. Absolutely not. 
Q. Was there a disagreement as to how the 
rent should be paid and how much the rent was ? 
A. There was no disagreement at all. It was 
specified in the lease in black and white, over 
my signature and over her signature. There 
was no dispute at all. The lease called for the 
rent to be paid in advance. 
Q. Wasn’t there a disagreement as to the wash- 
ing, and the various other elements in the lease ? 
A. Not that I know of. 
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Q. Ihand youa lease. Is that your signature ? 
A. Yes, that is the lease. 

Q. This is a lease from Oliver Haines to Mar- 
garet L. Fisher of the entire dwelling of property 
situated at 1645 North 12th Street, store ex- 
cepted, for the term of one month from the first 
day of July, 1907, at the rent of $50 per month, 
to be paid in advance, with this provision: ‘The 
lessee agrees to furnish all the coal necessary to 
heat the house and store, also to keep and care 
for one room (second story back), to be occupied 
by the lessor, also to furnish board and washing 
for said lessor (linen excepted), in consideration 
of which the lessee is to be credited with $25 per 
month.” Did you sign that lease ? 

A. I signed that, but I did not know that that 
was in the lease about the $50 per month. This 
was the arrangement we had. I was to furnish 
Mr. Haines — 

(Mr. Forest objects and moves that the answer 
of the witness as to an arrangement other than 
that contained in the lease be stricken from the 
record. Objection sustained and _ testimony 
ordered stricken out.) 

Q. After you had signed the lease, was there 
any other conversation relative to the terms of 
the lease ? 

(Objected to.) 

THE Court: You may answer that question 
yes or no. 

A. Yes, there wasa verbal agreement that we had. 
Q. What was that verbal agreement? 

(Objected to.) 

Tue Court: If it was an agreement that was 
to supersede this, what was the consideration 
to support it? 

Mr. Epwarps: I wish to show that there was 
a subsequent oral agreement, by which the terms 
and conditions of the old lease were changed, and 
a new oral agreement was entered into. 

Tue Court: What was the consideration to 
support it ? 

Mr. Epwarps: The consideration was that the 
plaintiff was to be released from paying the rent. 

THE Court: What was the consideration to 
support the agreement ? 

Mr. Epwarps: The consideration was a mu- 
tual release on the part of both of them, by which 
one was to give up certain rights. 


THE Court: What rights ? 

Mr. Epwarps: For instance, Mr. Haines was 
to give up the right to collect the rent, a certain 
rent. 

THE Court: What was the consideration that 
supported it? If there was no consideration, 
there was no agreement. 

Mr. Epwarps: The giving up of certain 
rights and substituting other rights ? 

Tue Court: That is the only consideration 
you have to offer? 

Mr. Epwarps: Yes, that is the only consid- 
eration. 

THe Court: That being the case, I sustain 
the objection. 

(Exception for plaintiff.) 

Q. For a certain length of time you did not pay 
any rent, did you ? 

A. I did not pay any rent, because I told Mr. 
Haines — 

Q. Just answer the question yes or no. 

A. No, I did not pay any after that time when 
we agreed not to. 

(Mr. Forest objects, and moves that the an- 
swer of the witness as to another agreement be 
stricken out. Testimony stricken out.) 

Q. You were levied upon ? 
A. Yes, in the storage warehouse. 


Cross EXAMINATION 


By Mr. Forest: 
Q. When did you move from this house ? 
A. I think it was the 4th or 5th of June, 1908; 
I am not sure. 
Q. You moved in the evening ? 
A. No, I had a leave of absence to get off at 
eleven o’clock. 
Q. Did you move in the evening, or didn’t you? 
A. I only had one pair of hands to move with, 
and it required from that time until three to get 
ready. 
Q. Did you move in the evening, or didn’t you? 
A. I suppose it was late in the evening when I got 
all my things out, but I commenced at three 
o'clock. 
Q. You moved late in the evening of June 4, 
1908 ? 
A. I commenced at three, remember. 
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MARGARET L. FISHER 
Cis PS Nowe 


June Term, 1909 


OLIVER HAINES, Landlord, and 


HENRY O. MILLER, Bailiff. 


) 
) 
vs. ) 
) 
) 
\* "No. 1419 


Philadelphia, May 18, 1911. 


Before HONORABLE JAMES K. BRISTOL. J., and a jury. 


John Edwards, Esq., for Plaintiff; 


George Forest. Esq.. for Defendants. 


PLAINTIFF'S EVIDENCE 


MARGARET L. FISHER, sworn. 
BY MR. EDWARDS. 
Where do you live? 
I live at 2646 North Park Avenue. > 
Where did you live at the time this levy was made? 
In the dwelling part of 1645 North 12th Street. 
When did you occupy that dwelling? | 
I think I moved there in 1907. 
Did you sign a lease? 
Teaide 


Do you remember the terms of the lease? 


I (okey, 
What were they? 
(Objected to.) 


(Lease handed to witness by counsel for defendants. ) 


112 


TZ 


IOTYyseg 1,SsV SIS-MLM 
‘ouq 


‘ATNIZ sanoxz 


erie em ‘oInjyny IeS8U 944 UT NOX WouT 4tTsodep © Sut 
~AT900r Fo sinseeTd oy ovaey Aew om 4eYy4 SuTIsSnzy, 


‘dn 2eT[Top euo wors yunowe Lue UYTM peuedo 

oq Aew squnoooe yuew4,redegq sZutaeg ano UT OTTUM 
“OOT$ FO 4tSodep Tetqytut ue oztnber 04 etna ano ST 
qT “TeAemMoYy “4uouyITedep STYyY UT ‘yoyo S,204Tsodep 
JO suvow Aq uMerpyytM oq Aeu ‘4ysoreq,ut ou fed om 
YoTyM uo “4uemqzedeq TetTorTemMoN ano ut sytsodeg 


“eoueTeqd ey} UO 4SeTe4FUT 944 YOoTTe You soop 
UMeIPYTTM JFUNODDe 9yy FO uoTtT4y10d Aue pue ‘puewep 
uodn [Temerpy4tTM 04 yoofqns ose suze4 eseyuy r9epun 

epeu sqitsodeq -‘ATTenuue-twos pepunoduwoo UO 250 
ever ou} Fe JFuUNODOe aAnof uo 4soerequtT Aed [TTtTM pue 
‘nof wory sqtsodep eateoer 04 peseatTd oq [TTT* om 


“Sn YYTM ZUuNOoOe ue BSuTUIeOUOD UOT 
—eurogsuT TOF SuUTHSe GT ‘AON FO 10940eT «aNOLk eAaey I 


:ITg 1e98q 


‘yusemM ‘ouexodg 
‘TOMTOM “L ‘f¢ ‘uoH 


¢ ° ‘ rag & 
“OT6T ‘24T “AON ‘NO.LONTHSWAA‘SSINVYOAS 
SUFIHSWD INVisissy 
NOSHILIWS TM —'SNYNOAK YC —‘SYSWWOY'T' mM 
eSsiHsyD “LNSONIA'G “mM — “ANZ OISS4d-391A\'OYIGWAH CL 
ANZGISaug ‘AHOML'M'G 


SuUvTIOd NOTVITIM ANO TvLIidvO 


BNYHOdS 40 


YNVG TVNOLIVN C10 AH, 


AUVLISOdAG SA4LvLS G3LING 


Lesson XXXV — Transcript of a Trial. 


This lesson consists of a complete Transcript of a Trial by Jury, including the Index, Testimony, 
and Judge’s Charge. 

Transcripts are written either on legal paper (8 x 13) or on paper of the regular typewriting size, 
which is ruled with red marginal lines. When the smaller-sized sheets are used, they are fastened 
together by means of staples at the left, so that they may be opened like a book, and the at 
backing is not employed. 

Testimony is arranged in various ens the most common probably being that shown on the 
sample page, although some reporters prefer to start each question on a new line and let the answer 
follow on the same line. 


Under no circumstances, use an eraser in any of this work. 


Write one PERFEcT copy of this trial, following the forms given on this and the next page, using 
paper 814 x 1linches. Fasten eae at the left, and hand to the teacher for inspection. 


MARGARET L. FISHER 
Oe 125 Wes 
WAS) 
June Term, 1909 
OLIVER HAINES, Landlord, and 
HENRY O. MILLER, Bailiff. 


SS Swe we 


No. 1419 


Philadelphia, May 18, 1911 


Le Ni Dita 


Direct. Cross. 
Plaintiff's Evidence. 
Margaret L. Fisher........ hae rararetey ahr 5 25) 6 A Mirna yee oo 
Defendants' Evidence. 
OliversHaines:.... 1s eee ; iso geheanee Peters Oereters rete LO 
Oharge ofthe Court ese as cic cee een ene 
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and the same were not caused in any wise by 

any negligence on the part of this defendant. 
WHEREFORE, defendant demands judgment 

that the amended complaint herein be dismissed 


with costs. 
CHARLES Brown, 


Attorney for defendant, 
100 Wall Street, 
Borough of Manhattan, 
New York City. 


Crty AND STaTE or New YorK, ss: 


JoHn W. Evans, President of the Evans Ele- 
vator Company, being duly sworn, deposes and 


says: that he is the defendant in the above en- 
titled action; that he has read the foregoing 
amended answer and knows the contents there- 
of; that the same is true of his own knowledge, 
except as to the matters therein stated to be 
alleged upon information and belief, and that 
as to those matters he believes it to be true. 


} 
me this 22d day of June, 1911. 


Commissioner of Deeds, New York City. 
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VI. That on or about the 3d day of Decem- 
ber, 1910, while plaintiff herein was performing 
the duties of his employment in connection with 
the elevators which were being installed by the 
defendant in the subway station on the subway 
railroad of the Interborough Rapid Transit 
Company at 181st Street and Broadway in the 
Borough of Manhattan, City of New York, a 
charge of electricity was communicated to him 
without any fault on his part and through the 
negligence of the defendant, its superintendents, 
agents, and servants, and the negligent and defec- 
tive condition of the ways, works, machinery, and 
plant used in and connected with defendant’s 
business, and defendant’s negligent failure to 
provide the plaintiff with a safe place to work 
and safe, suitable, and proper tools and appli- 
ances, and thereby he was injured internally, 
externally, and permanently about the head, 
body, and limbs, so that he became sick, sore, 
lamed, and disabled, and so remains and ever 
since has been, and will for a long time to come 
be unable to attend to his usual duties, and un- 
able to labor, and he has thereby necessarily lost 
and will necessarily continue to lose large sums 
of money which he would otherwise earn, and 
he has thereby necessarily expended and will 
necessarily continue to expend large sums of 
money in endeavoring to be cured of the said 
injuries, all to plaintiff’s damage in the sum of 
Five Thousand Dollars ($5000). 

WHEREFORE, plaintiff demands judgment 
against the defendant in the sum of Five Thou- 
sand Dollars, together with the costs and dis- 
bursements of this action. 


Grorce MILLER, 
Attorney for plaintiff, 
150 Nassau Street, 
Borough of Manhattan 
New York City. 


City AnD State or New York, ss: 


JoHN Smitu, being duly sworn, deposes and 
says: that he is the plaintiff in the above entitled 
action; that he has read the foregoing amended 
complaint and knows the contents thereof; that 
the same is true of his own knowledge, except 
as to the matters therein stated to be alleged 


upon information and belief, and that as to those 
matters he believes it to be true. 


19th day of June, 1911. 


Commissioner of Deeds, New York City, 


(Amended Answer) 


SUPREME CourRT, QUEENS CoUNTY. 


Joun Smitu, Plaintiff, 
vs. 
Evans Evevator Company, Defendant. 


The defendant above-named, by Charles 
Brown, its attorney, answering the amended 
complaint herein : 

First. Upon information and belief, denies 
each and every allegation contained in the sub- 
divisions thereof numbered “IV” and ‘YV,” 
except that defendant admits the receipt on the 
31st day of March, 1911, of a document in writ- 
ing purporting to be a notice of the time, place, 
and cause of plaintiff’s alleged injuries, and that 
attached hereto and marked Exhibit “A” is a 
copy of said document. 

Seconp. Upon information and belief, denies 
each and every allegation contained in the sub- 
division thereof numbered ‘‘VI,” except as to 
the allegation therein contained setting forth 
uhe injuries alleged to have been sustained by 
the plaintiff, and as to those allegatior.3, denies 
that it has any knowledge or information thereof 
sufficient to form a belief as to the truth of any 
of the same. 

TuirD. FurtTHER ANSWERING THE SaIp 
AMENDED Comp.aint, defendant alleges, upon 
information and belief, that any injuries which 
the plaintiff herein may have sustained at the 
time and place described in the complaint were 
caused or contributed to by his own negligence 
and carelessness or were caused by the negli- 
gence and carelessness of some third person or 
persons or corporation over whom this an- 
swering defendant had no authority or control 
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First. Denies that it is a domestic corpora- 
tion organized or existing under the Laws of the 
State of New York and alleges that it is a foreign 
corporation organized and existing under the 
Laws of the State of New Jersey. 

SeconD. Upon information and belief, denies 
each and every allegation contained in the sub- 
division thereof numbered “IV,” except that 
the defendant admits the receipt on the 31st day 
of March, 1911, of a document in writing pur- 
porting to be a notice of the time, place, and cause 
of plaintiff’s alleged injuries. 

TuirD. Upon information and belief, denies 
each and every allegation contained in the sub- 
division thereof numbered ‘‘V,”’ except as to the 
allegation therein contained setting forth the 
injuries alleged to have been sustained by the 
plaintiff, and as to those allegations, denies that 
it has any knowledge or information thereof 
sufficient to form a belief as to the truth of any 
of the same. 

FourtsH. FuRTHER ANSWERING THE SaID 
Comp LaIntT, defendant alleges, upon information 
and belief, that any injuries which the plaintiff 
herein may have sustained at the time and place 
described in the complaint were caused or con- 
tributed to by his own negligence and careless- 
ness or were caused by the negligence and care- 
lessness of some third person or persons or cor- 
poration over whom this answering defendant 
had no authority or control and the same were 
not caused in any wise by any negligence on the 
part of this defendant. 

WHEREFORE, defendant demands judgment 
that the complaint herein be dismissed with costs. 


CHARLES Brown, 
Attorney for defendant, 
No. 100 Wall Street, 
Borough of Manhattan, 
New York City. 


City AND StaTE or New York, ss: 


Joun W. Evans, President of the Evans Ele- 
vator Company, being duly sworn, deposes and 
says: that he is the defendant in the above en- 
titled action; that he has read the foregoing 
answer and knows the contents thereof; that 


the same is true of his own knowledge, except as 
to tue matters therein stated to be alleged upon 
information and belief, and that as to those 
matters he believes it to be true. 


beter 
me this 13th day of June, 1911. 


Commissioner of Deeds, New York City. 


(Amended Complaint) 


SupreME Court, QuEENS CounTty. 


Joun Smita, Plaintiff, 
against 
Evans EvLEvAToR Company, Defendant. 


Plaintiff, for an amended complaint, alleges 
upon information and belief : 

I. That at and during all the times hereinafter 
mentioned, defendant was and still is a foreign 
corporation incorporated under and existing by 
virtue of the Laws of the State of New Jersey 
and engaged in the business of manufacturing, 
constructing, and installing elevators. 

II. That on or about the 3d day of Decem- 
ber, 1910, and prior thereto, defendant was en- 
gaged in installing certain elevators in the sub- 
way station on the subway railroad of the Inter- 
borough Rapid Transit Company at 181st 
Street and Broadway in the Borough of Man- 
hattan, City of New York. 

III. That on or about the 3d day of Decem- 
ber, 1910, and prior thereto, plaintiff was in the 
employ of defendant as an elevator constructor. 

IV. That on or about the 30th day of March, 
1911, and prior to the commencement of this 
action, a document in writing, a copy of which is 
hereto annexed and marked Exhibit A, was re- 
ceived by defendant. 

V. That on or about the 30th day of March 
1911, and prior to the commencement of this 
action, a notice in writing stating the time, place, 
and cause of the injuries to recover damages for 
which this action is brought, was duly served 
upon defendant. 
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(Complaint) 


SUPREME Court, QuEENS CounrTY. 


JoHN Smiru, Plaintiff, 
against 
Evans Evevator Company, Defendant. 


Plaintiff, by George Miller, his attorney, com- 
plaining of the defendant, alleges upon informa- 
tion and belief : 

I. That at and during all the times hereinafter 
mentioned, defendant was and still is a domestic 
corporation incorporated under and existing by 
virtue of the Laws of the State of New York, 
and engaged in the business of manufacturing, 
constructing, and installing elevators. 

II. That on or about the 3d day of Decem- 
ber, 1910, and prior thereto, defendant was en- 
gaged in installing certain elevators in the sub- 
way station on the subway railroad of the Inter- 
borough Rapid Transit Company at 181st Street 
and Broadway in the Borough of Manhattan, 
City of New York. 

IiI. That on or about the 3d day of Decem- 
ber, 1910, and prior thereto, plaintiff was in the 
employ of defendant as an elevator constructor. 

IV. That on or about the 30th day of March, 
1911, a notice in writing, stating the time, place, 
and cause of the injuries to recover damages for 
which this action was brought, was duly served 
upon defendant. 

V. That on or about the 3d day of December, 
1910, while plaintiff herein was performing the 
duties of his employment in connection with the 
elevators which were being installed by the de- 
fendant in the subway station on the subway rail- 
road of the Interborough Rapid Transit Com- 
pany at 18lst Street and Broadway in the 
Borough of Manhattan, City of New York, a 
charge of electricity was communicated to him 
without any fault on his part, and through the 
negligence of the defendant, its superintendents, 
agents, and servants, and the negligent and de- 
fective condition of the ways, works, machinery, 
and plant used in and connected with defendant’s 
business, and defendant’s negligent failure to pro- 
vide the plaintiff with a safe place to work, and 
safe, suitable, and proper tools and appliances, and 
thereby he was injured internally, externally, and 


permanently about the head, body, and limbs, so 
that he became sick, sore, lamed, and disabled, and 
so remains and ever since has been, and will fora 
long time to come be unable to attend to his usual 
duties, and. unable to labor, and he has thereby 
necessarily lost and will necessarily continue 
to lose large sums of money which he would other- 
wise earn, and he has thereby necessarily expended 
and will necessarily continue to expend large sums 
of money in endeavoring to be cured of the said 
injuries, all to plaintiff’s damage in the sum of 
Five Thousand Dollars ($5000). 

WHEREFORE, plaintiff demands judgment 
against the defendant in the sum of Five Thou- 
sand Dollars, together with the costs and dis- 
bursements of this action. 


Grorce MILLER, 
Attorney for plaintiff, 
150 Nassau Street, 
Borough of Manhattan, 
New York City. 


City AND State or NEw York, ss: 


JoHN SmitTH, being duly sworn, deposes and 
says: that he is the plaintiff in the above en- 
titled action; that he has read the foregoing 
amended complaint and knows the contents 
thereof ; that the same is true of his own knowl- 
edge, except as to the matters therein stated to 
be alleged upon information and belief, and that 
as to those matters he believes it to be true. 


oe 
9th day of June, 1911. 


Commissioner of Deeds, New York City. 


(Answer) 


SuPREME Court, QuEENS CouNTY. 


JouN Smita, Plaintiff, 
vs. 
Evans Evnvator Company, Defendant. 


The defendant above-named, by Charles 
Brown, its attorney, answering the complaint 
herein : 
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(Quitclaim Deed) 
KNOW ALL MEN BY THESE PRESENTS! 


That we, Charles G. Allen of Salem in the County 
of Essex and Commonwealth of Massachusetts, 
and Edith M. Allen of said Salem, wife of said 
Charles G. Allen, in her right, in consideration 
of One Dollar ($1) and other valuable consid- 
erations to us paid by Edward F. Sanderson 
of Brookline in the County of Norfolk and said 
Commonwealth, the receipt whereof is hereby 
acknowledged, do hereby remise, release, and 
forever quitclaim unto the said Edward F. San- 
derson all our right, title, and interest in and to 
the following described properties : — 

A double tenement dwelling house and Seven 
Thousand and Sixty (7060) square feet of land 
at the corner of Suffolk and Berkeley Streets, in 
said Salem. 

A certain lot of land at Hull, Massachusetts, 
being Lot 48 of the east two thirds of Lot 67. 

To Have anp To Hotp the granted premises 
with all the privileges and appurtenances thereto 
belonging to the said Edward F. Sanderson and 
his heirs and assigns to their own use and behoof 
forever. 

In Witness WHEREOF we, the said Charles 
G. Allen and Edith M. Allen, hereunto set our 
hands and seals this eighth day of May, in the 
year one thousand nine hundred and eleven. 


Signed, sealed, and delivered 
in the presence of 


CoMMONWEALTH OF MASSACHUSETTS 


Essex ss. Salem, May 8, 1910. 


Then personally appeared the above-named 
Charles G. Allen and acknowledged the fore- 
going instrument to be his free act and deed, 

Before me, 


Justice of the Peace. 


(Will) 
IN THE NAME OF GOD, AMEN 


I, CHARLES Emery ATHERTON, of the City 
and County of Philadelphia, and State of Penn- 


1 Words printed in large capitals are to be written in 
capitals, either underscored or with space between letters 


sylvania, being of sound and disposing mind and 
memory, and considering the uncertainty of this 
life, and being desirous of settling my worldly 
affairs while I have strength and capacity to do 
so, do make, publish, and declare this to be my 
last will and testament, hereby revoking all 
other wills by me made. 

First. It is my desire that all my just debts 
and funeral expenses shall be paid by my execu- 
tor, as soon after my death as practicable. 

Seconp. I direct that the sum of Five Thou- 
sand Dollars ($5000) shall be paid to my beloved 
wife, Gertrude Atherton, also the household 
furniture in my dwelling house, and also the 
dwelling for and during her natural life. 

Tutrp. To my son, James Atherton, I give 
and devise the said dwelling house, after the 
decease of my said wife, to him and his heirs 


- forever. 


Fourtu. To my brother, Richard L. Ather- 
ton, I give and devise the sum of Five Thousand 
Dollars ($5000), to have and to hold to him and 
his heirs and assigns forever. . 

Anp Lastty, all the rest, residue, and re- 
mainder of my personal estate I give and be- 
queath to my three sisters, Clara, Elizabeth, and 
Mary Atherton, share and share alike, and to 
their heirs and assigns forever. 

I hereby appoint my son, James Atherton, to 
be the executor of this, my last Will and Testa- 
ment; and it is my will that no bond shall be 
required of said executor. 

In Witness WHEREOF, I have hereto sub- 
scribed my name and affixed my seal, the 24th 
day of May, in the year of our Lord, one thou- 
sand nine hundred and eleven. 


Signed, sealed, published, and declared by 
Charles Emery Atherton, the Testator 
above-named, as and for his last Will and 
Testament, in our presence, and we, at 
his request, and in his presence, and in the 
presence of each other, have hereunto sub- 
scribed our names as witnesses on the day 
above mentioned. 
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Write one PERFECT copy of each of the seven documents in this lesson; bind and indorse. Use 
legal paper, and commence each document on a new sheet. Be sure to leave a margin of at least 
two inches at the top for binding. The following typewritten page will show the general arrange- 
ment. 


DISTRICT COURT OF THE UNITED STATES 


FOR THE DISTRICT OF MASSACHUSETTS 


In the Matter of 
RICHARD M. HOWELL, In Bankruptcy No. 15498 


Alleged Bankrupt. 


SNS Se OS eS 


PETITION FOR APPOINTMENT OF RECEIVER 


John K. Eliot and T. Lawrence Chase, copartners as 
Eliot & Company, one of the petitioning creditors herein, having 
_a claim against the alleged bankrupt in the amount of Six Thou- 


sand Three Hundred Dollars ($6300), respectfully represent that 


it is absolutely necessary for the preservation of the bankrupt's 
estate, for the reasons stated in the affidavit accompanying this 


| petition, that a receiver of the bankrupt's estate be appointed 


| forthwith. 
WHEREFORE they move that a receiver be appointed. 


By their Attorneys, 
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The above illustration represents the back of a backing sheet, reduced one half. 
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Article VII — Amendments assembled in their first meeting on the 7th day 


of April, 1911, at the office of the Company, 656 
These by-laws may be amended, repealed, or pyf¢p Avenue, New York City. 


altered, in whole or in part, by a majority vote 
of the entire outstanding stock of the Company ; affixed my official signature and the cor- 


at any regular meeting of the stockholders, or at porate seal of said corporation on this 8th 
any special meeting where such action has been day of April, 1911. 


announced in the calland noticeof such meeting. © | 

I hereby certify that the foregoing are the Secretary. 
By-Laws of the Standard Manufacturing Com- ea 
pany adopted by the stockholders thereof duly Seal 


In Testimony Whereof, I have hereunto 


Lesson XXXIV — Legal Forms. 


This lesson contains a Quitclaim Deed and a Petition for Appointment of Receiver, prepared 
in accordance with the Massachusetts forms. It also contains a set of the papers which usually 
precede a trial, including Complaint, Answer, Amended Complaint, and Amended Answer. These 
are prepared in accordance with the revised New York Code. <A form of Will is also included. 


Legal documents of this description are usually written on what is known as “legal paper.”” This 
is generally thirteen inches long, and the writing should never extend beyond the marginal lines, 
which are ruled in red. The form on the following page will show the customary margins. 


The names of the plaintiff and defendant are usually inclosed in what is known as a “box.” Va- 
rious forms of boxes are used, but those given below are the most common. 


Legal documents should atways be written with record ribbons. 


If written on legal-sized paper these documents are generally bound with a heavy, colored back- 
ing sheet, and are fastened at the top. 


Before binding it is customary to write the title of a document and explanatory information 
(usually underlined with red ink) on the back of the backing sheet; this is known as indorsing. 
Take a backing sheet, and after folding over one inch at the top, bring the bottom of the sheet up to 
the extreme top and crease; now bring the creased edge all the way up to the top and make a second 
crease. That portion of the sheet which is now uppermost is the side on which the indorsing is to be 
done. The illustration on the next page will show how the backing sheet should appear before 
binding. 
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than three days before such meetings, and no- 
tices of special meetings shall state the purposes 
thereof. No failure or irregularity of notice of 
any regular meeting shall invalidate such meet- 
ing or any proceeding thereat. 


Sec. 6. Quorum. 

A quorum at any meeting shall consist of a 
majority of the entire membership of the Board. 
A majority of such quorum shall decide any 
question that may come before the meeting. 


Sec. 7. Election of Officers. 

Officers of the Company shall be elected by 
ballot by the Board of Directors at their first 
meeting after the election of Directors each year. 


The compensation of the officers of the Company 
shall be fixed by the Board of Directors. 


Sec. 8. Order of Business. 

The order of business at any regular or special 
meeting of the Board of Directors shall be: 

1. Reading and disposal of any unapproved 
Minutes. 

2. Reports of Officers and Committees. 

3. Unfinished Business. 

4. New Business. 

5. Adjournment. 


Article [IV — Officers 


Sec. 1. Officers. 

The officers of the Company shall be a Presi- 
dent, a Vice President, a Secretary, and a 
Treasurer, who shall be elected for one year and 
shall hold office until their successors are elected 
and qualify. 


Sec. 2. Duties of President. 

The President shall preside at all meetings, 
shall have general supervision of the affairs of 
the Company, shall sign or countersign all cer- 
tificates, contracts, and other instruments of the 
Company as authorized by the Board of Direc- 
tors; shall make reports to the Directors and 
stockholders and perform all other duties inci- 
dent to his office, or which are properly required 
of him by the Board of Directors. 


Sec. 3. Duties of Vice President. 

If the President be absent, or unable to per- 
form his duties on account of disability, the 
Vice President shall exercise all his functions. 


Sec. 4. Duties of Secretary. 

The Secretary shall issue notices for all meet- 
ings, shall keep their minutes, shall have charge 
of the seal and of the corporation books, shall 
sign with the President such instruments as re- 
quire such signature, and shall make such re- 
ports and perform such other duties as are inci- 
dent to his office, or are properly required of him 
by the Board of Directors. 


Sec. 5. Duties of Treasurer. 

The Treasurer shall have the custody of all 
moneys and securities of the Company and shall 
keep regular books of account and balance the 
same each month. He shall sign or countersign 
such instruments as require his signature, shall 
perform all other duties incident to his office, or 
that are properly required of him by the Board 
of Directors; and shall give bond for the faith- 
ful performance of his duties in such sum and 
in such manner as may be required by the Board 
of Directors. 


Article V — Dividends and Finance 


Sec. 1. Dimdends. 

‘Dividends shall be declared only from the sur- 
plus profits at such times as the Board of Direc- 
tors shall direct, and no dividend shall be de- 
clared that will impair the capital of the Com- 
pany. k 


Sec. 2. Bank Deposits. 

The moneys of the Company shall be depos- 
ited in the name of the Company in such bank or 
trust company as the Board of Directors shall 
designate, and shall be drawn out only by check 
signed by the Treasurer and countersigned by 
the President. 


Article VI — Seal 


The corporate seal of the Company shall con- 
sist of two concentric circles, between which 
shall be the name of the Company, and in the 
center of which shall be inscribed ‘‘ Incorporated 
1911, New York,” and such seal, as impressed 
on the margin hereof, is hereby adopted as the 
corporate seal of the Company. 
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Sec. 3. T'reasury Stock. 

The Treasury stock of the Company shall con- 
sist of such issued and outstanding stock of the 
Company as may be donated to the Company or 
otherwise acquired, and shall be held subject to 
disposal by the Board of Directors. Such stock 
shall neither vote nor participate in dividends 
while held by the Company. 


Article II — Stockholders 


Sec. 1. Annual Meeting. 

The annual meeting of the stockholders of this 
Company shall be held in the principal office of 
the Company in New York City, at 2 p.m. on the 
second Tuesday in January of each year, if not 
a legal holiday, but if a legal holiday, then on the 
day following. 


Sec. 2. Special Meetings. 

Special meetings of the stockholders may be 
called at the principal office of the Company at 
any time by resolution of the Board of Directors, 
or upon written request of stockholders holding 
one third of the outstanding stock. 


Sec. 3. Notice of Meetings. 

Notice of meetings, written or printed, for 
every regular or special meeting of the stock- 
holders, shall be prepared and mailed to the last 
known post-office address of -each stockholder 
not less than ten days before such meetings. If 
for a special meeting, such notice shall state the 
object or objects thereof. 


Sec. 4. Quorum. 

A quorum at any meeting of the stockholders 
shall consist of a majority of the voting stock of 
the Company represented in person or proxy. A 
majority of such quorum shall decide any ques- 
tion that may come before the meeting. 


Sec. 5. Election of Directors. 

Directors shall be elected by the stockholders 
at the annual meeting. The election shall be by 
ballot, and each stockholder of record shall be 
entitled to cast one vote for each share of stock 
held by him. 


Sec. 6. Order of Business. 
The order of business at the annual meetings, 


and, as far-as possible, at all other meetings of 
the stockholders, shall be: 


1. Calling of Roll. 

2. Proof of due notice of Meeting. 

3. Reading and disposal of any unapproved 
Minutes. 

4, Annual Reports of Officers and Committees. 

5. Election of Directors. 

6. Unfinished Business. 

7. New Business. 

8. Adjournment. 


Article III — Directors 


Sec. 1. Duties of Directors. 

The affairs of this Company shall be controlled 
and managed by a Board of three Directors, who 
shall be stockholders and shall be elected annu- 
ally by ballot by the stockholders, and shall hold 
office for one year or until their successors are 
elected. Each Director shall receive the sum of 
five dollars ($5) as compensation for his attend- 
ance at any regular or special meeting of the 
Board of Directors, and shall receive no other 
salary or compensation for his services. 


Sec. 2. Vacancies. 

Vacancies in the Board of Directors may be 
filled by a majority of the members present at 
any Directors’ meeting, and the person or per- 
sons so elected shall serve for the balance of the 
unexpired term. 


Sec. 3. Regular Meetings. 

The regular meetings of the Board of Direc- 
tors shall be held in the principal office of the 
Company in New York City, at 2 p.m. on the 
second Wednesday of each month, if not a legal 
holiday, but if a legal holiday, then on the day 
following. 


Sec. 4. Special Meetings. 

Special meetings of the Board of Directors 
to be held in the principal office of the Company 
in New York City may be called at any time by 
the President, or by any two members of the 
Board, or may be held at any time, any place, 
without notice, by unanimous written consent 
of all the members, or with the presence of all 
members at such meetings. 


Sec. 5. Notice of Meeting. 
Notices of meetings shall be mailed by the 
Secretary to each member of the Board not less 
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ONITIA 


(Proxy) 


Know All Men By These Presents, That I, 
the undersigned, do hereby constitute and ap- 
point James W. Rhodes my true and lawful at- 
torney, to represent me at all meetings of the 
stockholders of the Standard Manufacturing 
Company, and for me, and in my name and stead, 
to vote at said meetings upon the stock standing 
in my name on the records of the said Company 
as at the times of the said meetings, and I do 
hereby grant my said attorney all the powers that 
I should ordinarily possess if present in person. 

Witness my signature and seal this 20th day 
of May, 1911. 


(Certified Resolution) 


“Resolved: That the Treasurer be and 
hereby is authorized and instructed to open 
an account for the Standard Manufacturing 
Company with the First National Bank of 
New York City, and to deposit therein all of 
the moneys received belonging to the Com- 
pany ; such account to be in the name of the 
Company, and moneys deposited therein to 
be withdrawn only by checks signed by the 
Treasurer, and countersigned by the Presi- 
dent.” 

I hereby certify that the foregoing is a true 
and accurate copy of a resolution duly passed at 
a regular meeting of the Board of Directors of 
the Standard Manufacturing Company held in 
its office at 3 p.m., on the 3d day of May, 1911, 
as shown by the minutes of said meeting; and 
that at that meeting Louis M. Williams was duly 
elected President of said Company, and Ira M. 
Morrison was duly elected Treasurer of said 
Company. 


In Testimony Whereof, I have hereunto 
affixed my official signature and the cor- 
porate seal of said Company, this 4th day 
of May, 1911. 


Corporate | Secretary. 


Seal | 


1L.S. (locus sigilli), the place of the seal. 


(Call for Special Meeting) 


Standard Manufacturing Company 
656 Fifth Avenue 
New York City 


May 17, 1911. 


Mr. M. E. Darlington, 
Upper Montclair, N. J. 
Dear Sir: 

You are hereby notified that, pursuant to the 
call of the President, a special meeting of the 
stockholders of the Standard Manufacturing 
Company will be held at the Company’s office, 
656 Fifth Avenue, New York City, May 22, 1911, 
at 2 p.m., for the purpose of considering and 
acting upon a proposition to purchase the good 
will of the Jones Manufacturing Company, and 
for the transaction of any and all business neces- 
sary or desirable in connection therewith. 

Yours very truly, 


Secretary. 


(Short Set of By-Laws) 
By-Laws 
of the 


STANDARD MANUFACTURING COMPANY 
New Yorxk Crry 


Article I — Stock 
Sec. 1. Certificates of Stock.’ 

Certificates of stock shall be issued in numeri- 
cal order from the stock certificate book, be 
signed by the President and Treasurer, and 
sealed by the Secretary with the corporate seal. 
A record of each certificate issued shall be kept 
on the stub thereof. 


Sec. 2. Transfers of Stock. 

Transfers of stock shall be made only upon 
the books of the Company, and before a new 
certificate is issued the old certificate must be 
surrendered for cancellation. The stock books of 
the Company shall be closed for transfers twenty 
days before general elections, and ten days before 
dividend days. 

* Words printed in italics are to be underscored when 
written on typewriter. 
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SYaLLAT DONIAGOO 


Sixth--The duration of the said Corporation shall be 
perpetual. 


Seventh--The number of Directors of said Corporation 
shall be three. 


Eighth--The names and post-office addresses of the 
directors of said Corporation for the first year are as 
follows: 


Names Addresses 
Le eee MOREL BOT co swath si tie riers No. 656 Fifth Ave., New York City. 
ied Mowe Wak Lt GINS 2 wes 0-W vince. srabals No. 456 Broadway, New York City. 
Jere WL LttS ON. cceestmcecenees No. 254 Court St., Brooklyn, N. Y. 


Ninth--The names and post-office addresses of the 
subscribers to this certificate, and the number of shares 
of stock which each agrees to take in said Corporation, are 
as follows: 


Names Addresses Shares 
I. M. Morrison...No. 656 Fifth Ave., New York City....55 
L. M. Williams...No. 456 Broadway, New York City...... 50 


J. B. Wilkinson. .No. 284 Court St., Brooklyn len. ee 


Tenth--Pursuant to Section 40 of the Stock Corporation 
Law, as amended, this Corporation shall aiso have power to 
purchase, acquire, hold, and dispose of the stocks, bonds, 
and other evidences of indebtedness of any corporation, domes- 
tic or foreign, and issue in exchange therefor its stocks, 
bonds, or other obligations. 


In Witness Whereof, we have made and 
Signed this certificate in duplicate this 
fourth day of March, one thousand nine 
hundred and eleven. 


State of New York ) 


BE.4 
County of New York) 


Personally appeared before me this 4th day of March, 
1911, I. M. Morrison, L. M. Williams, and J. B. Wilkinson, 
to me personally known to be the persons described in, and 
who executed, the foregoing certificate, and severally 
acknowledged that they executed the same for the purposes 
therein set forth. 


(Notarial Seal) NOTARY PUBLIC for NEW YORK COUNTY. 


1ss, (scilicet), to wit, or namely, 
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PART II 


The copy in this part of the book is given in ordinary type except where it is necessary to use 
typewriting type to show form. This is done that the student may obtain practice in arrangement 
of the matter and in properly dividing words at the end of lines where necessary. 


Lesson XX XIII — Corporations. 


This lesson includes a number of forms with which the stenographer in a corporation should be 
familiar, viz. a Certificate of Incorporation, Proxy, Certified Resolution, Call of Meeting, and By- 
Laws. 

Write one PERFECT copy of each of the following forms, starting each on a new page. The pages 
should be numbered when the form extends over one page. Use judgment regarding margins and 
general arrangement. 


Certificate of Incorporation 
of the 
STANDARD MANUFACTURING COMPANY 


We, the undersigned, all being of full age and two 
thirds being citizens of the United States, and one of us a 
resident of the State of New York, for the purpose of form- 
ing a corporation under the Business Corporation's Law of the 
State of New York, do hereby certify and set forth: 


First--The name of said Corporation shall be 
"Standard Manufacturing Company." 
Second--The purposes for which said Corporation is 
formed are as follows: 


1. To buy, sell, manufacture and generally deal 
in all manner of tools, machinery, devices, appliances, and 
supplies used in the plumbing trade. 


&. To lease, buy, sell, use, and hold all such 
property, real or personal, as may be necessary or conven- 
ient in connection with the said business. 


3. To do any or all the things set forth in this 
certificate as objects, purposes, powers or otherwise, to 
the same extent and as fully as natural persons might do, and 
in any part of the world. 


Third--The amount of Capital Stock of said Corporation 
shall be One Hundred Thousand Dollars ($100,000) . 


Fourth--The number of shares composing said capital 
stock shall be One Thousand (1000) Shares of par value of 
One Hundred Dollars ($100) each, and the amount of capital 
with which said Corporation shall begin business is Sixteen 
Thousand, Five Hundred Dollars ($16,500). 


Fifth--The principal business office of said Corpora- 
tion shall be in the City, County, and State of New York. 
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New York, N. Y., Aug. 15> e190 


Mrs. William L. Sawyer, 
216 West 96th Street, | 


New York, N. Yee 


Bought of LATIMER FURNITURE COMPANY 
983 Broadway 


Terms Cash 


2 Carpet Sweepers 2.50 5.00 
6 Dining Room Chairs 1.50 9.00 
4 pr. Ourtains 3.25 13.00 $27.00 


Received Payment, 


Latimer Furniture Company 


By 


Chicago, I1l., Sept: 5, 1911. 


THE GREENOUGH-BURROUGHS COMPANY, 
Wholesale Dealers in 
Groceries 
Sold to F. J. Doyle & Son, 


49-51 Wabash Avenue, Chicago, I1l. 


Terms 10 Days 2% 


5 gal. N. O. Molasses .50 2.50 
3 bbl. Greening Apples 2.25 6.75 
4 bbl. Potatoes 3.00 1z2.00 
6 doz. Vanilla Extract 1:20 7.20 $28.45 


Received Payment 
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Lesson XXXII — Bills and Tabulation. 


This lesson consists of a one-page drill and three bills. 


In writing the drill in this lesson, set 


the tabular stops for both columns at the ten-million point (this being the number of figures which 
occurs most frequently). When you have occasion to write a larger number of figures use the back 


spacer ; if the amount is smaller, use the space bar. 


Make three perFect copies of the drill page, double spaced. 


Make five prrFect copies of each bill, writing each on a separate sheet. 


WEEKLY BANK RETURNS IN DETAIL 


Importers and Traders, 


Loans 


$ 16,675,300 


Deposits 


$ 15,656,000 


Merchants Bank, Ulpey, ohol Sab ao) 14,534,270 
Bank of America, 29,728,250 22,952,860 
Mechanics National, 12,657,450 12,329,550 
Phoenix National, 5,137,620 4,850,030 
National City, 124,661,440 106,879,530 
Chemical National, 25,869,860 22,725,350 
Merchants Exchange National, 5,951,750 5,249,570 
Merchants & Traders, 3,547,600 3,456,980 
Mercantile, 14,223,860 14,892,270 
Pacific National, 3,184,478 3,735,149 
Greenwich, LyL66220 1,581,048 
Seventh National Bank, 6,794,890 7,495,550 
American Broadway, 7,179,740 5,910,880 
American Exchange National, 28,693,080 21,341,560 
National Bank of Commerce, 69,268,910 57,910,860 


SWEET, ORR & CO. 
Newburgh, N. Y., June 2, 1911. 
Sold to Green & Co., 
Albany, Nw ors 


Terms: Net Cash 30 Days, 
One Per Cent 10 Days. 


100 Pair Overalls per pair $1.00 $100.00 
50 do 2.00 100.00 
25 Jackets each ae 18.75 


10 do .50 5.00 $223.75 
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Write the following “code” telegram with carbon copy. 


POSTAL TELEGRAPH — COMMERCIAL CABLES 


CLARENCE H. MACKAY, Prestoenr 
COUNTER No, 


a | TELEGRAM ii 


The Postal Telegraph-Cable Company (Incorporated)transmits and delivers this message subject to the terms ang conditions printed on the back of this blank. 


2 DESIGN PATENT No, 40529, 
“(2 Send the following message, without repeating, subject to the terms and conditions printed on the back hereof, which are hereby agreed to, 


To American Book Company — April 8, 1971-_ 


New York City 


Ship five hundred Initial immediately 
Classic not received Letter follows 
ee 1 Aa SF ee es __ Kendrick Business College 


Write the following letter, double spaced, confirming your telegram, making carbon copy. 


Baltimore, Md., April 4, 1911. 
American Book Company, 


100 Washington Square, 
New York City. 


Gentlemen: 


We beg to confirm our telegram of last night which read as follows: 
"Ship five hundred Initial immediately. Classic not 
received. Letter follows." 

By referring to our letter of the 27th of last month you will find 
that we asked you to hold the Dictation Exercises (Initial) subject to 
our wire. 

The Typewriting Exercises (Classic) have not been received up to 
this writing, but we trust they will reach us sometime today. 

Thanking you for your attention to both of the above orders, we are 

Yours very truly, 
Kendrick Business College 
by 
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Write the following letter, double spaced, making carbon copy. 


Boston, Mass., January 5, 1911. 
Mr. James H. Knowles, 


116 Beacon Street, 
Boston, Mass. 
Dear Sir: 
We are very much interested in the success of James J. Blake in his 
campaign for Mayor. We believe that under his vigorous and intelligent 


direction, the business of the city will be better conducted than under 
the guidance of any of the other candidates. 


Believing that the best conditions of civic affairs can only be 
brought about when based upon the support of the entire electorate, we 
urge you to so arrange your engagements, business and social, that you 
can attend the polls on Tuesday next, January 11, and cast your vote. 

Thanking you in advance, I remain, for the Committee, 


Very truly yours, 


Chairman. 


Write the following night lettergram with carbon copy. 


CouNTER NUMBER. 


THE POSTAL TELEGRAPH-CABLE COMPANY 


Transmits and delivers this 


NIGHT LETTERGRAM 


Subject to the terms and conditions printed on the back of this blank 
CLARENCE H. MACKAY, Pacsivent 


Send the following night lettergram, without repeating. subject to the terms and conditions printed on the back hereof. which are hereby agreed to. 


als 


Time Fitep. 


Messrs. Strawbridge & Baker, Sept, 10; lel; 


Chicago, Ill. 


Received your letter. Nope to make shipment tomorrow. Have been 


held back on account of fire in our factory. Can you use any 


slightly damaged tools at a reduction. If so wire at our expense 


and we will send you prices also description of condition of any 


that we have. 


Gs E. Sheldon & Sons. 
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Write the following telegram, with carbon copy. 


Form No. 2. 


THE WESTERN UNION TELEGRAPH COMPANY. 


————_ INCORPORATED ——_——_- 


ROBERT C. CLOWRY, President and General Manager. 


Receiver’s No. Time Filed Check 
SE N D the following message subject to the terms| : 
on back hereof, which are hereby agreed to. June 15, | g1l 


To White & Wyckoff, 


Holyoke, Mass. 


Ship immediately express prepaid fifty reams Duane Bond 


usual weight 


Dennison Mfg. Co. 


jg@~ READ THE NOTICE AND AGREEMENT ON BACK. —&% 


Write the following letter, double spaced, confirming your telegram, making carbon copy. 


Boston, Massiy) June .oOnmLouds. 
Messrs. White & Wyckoff, 
Holyoke, Mass. 
Gentlemen: 
This will confirm our telegram of today: 
"Ship immediately, express prepaid, fifty reams Duane 
Bond, usual weight." 
We are in urgent need of this paper to complete one of our orders. 
Anything you can do to hurry this shipment along will be much ap- 
preciated by 
; Yours very truly, 
DENNISON MANUFACTURING CO. 
by 
93 
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Write one perfect copy of each of the following cards. 


‘land Brosae 


Fort Wayne, Indiana. 


653.62 Busjiness, 


| 
| 


Warjren, Waldo Pondray 
Thoughts on business, Chicago, 
bes & Co., 1908. 


215p., 190m. 


©: 


Warren, Pondray 


Thoughts on business, Chicago, 


Forbes & Co., 1908. 


2l6p., ..9om-: 
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